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BRIEF DESCRIPTION OF THE SERIALS- CONTROL SYSTEM:

A PRELIMINAR REPORT

The major goa t-of the OCLC ,Serials Conti of System are:

(1) the creation of a Union catalog to increase availability

of Serial resources to Ohio college and university libraries;

and (2) the reduction of costs involved-in processing serials.

The central file at OCLC-will Contain MARC II records for

serials plus the holdings of each member library. Information

Q
stored in the- central file will be eccessible to all members

through their terminals.

It will possible for--te computer too any or

all of the following listings for individual: libraries as

desired.

,Complete holdings by title

New titles added'within a specified period of time

Titles (with or without holdings) arunged by
subject headings

Titles (with or without holdings) arranged by

classification numbers

Titles (with or without holdings) arranged by
forreign language
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Serials catalogi9 will follow the MARC II format for

serials, which is designed to be compatible with the MARC Il

format for monographs. In addition to the bibliographic data

Provided for in the MARC format, the following holdings and

operational data will be basic to the generation of various

prod ts and therefore, insofar h., po:;sible, should be _:iput

thewith ,e original record. Tags will l a-,signed co Lo each of

the fields below.

Check-ip,matrix to supplement the holdings statement

Bindery information

Physical description of holdings (i.e. microfOrms)

Claim cycle based *n the frequency and pattern
of publication'

Name and address of vendor if different from
publisher

Renewal date and length'of subscription
(List price will be supplied in the MARC

record when readily available; actual cost
to thp library will be included as part of
acquisitions, to be developed under the
technical Processing System.)

Check-in Procedure

The holdings statement will kopt up-to-date on a check-

in matrix which will be displayed in ik,rmat similar to the

visible file record currently used by many libraries.

Matrices will be designed to accommodate varying frequencies
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of publication. The mast suitable pattern for each title

Will be selected by the cataloger and affixed to the holdings

Statement-in the record.

Holdinui be recorded by 0-1.ch physical piece primarily

for use in the Circulation System.

The followinz steps desCril c.heck-in procedure which

is illustrated in, flowchart fort in Figure 1.,

When an issue of a serial is received, the

checker will type the title search key on the

terminal, then DISPLAY/SEND and receive in reply
1.;

a display of possible titles.

If the desired title is not displayed, try an

author-title search, if Xere'is any possible author.

If the desired title is not 'displayed as a

result of either of the above approaches, send the

issue to cataloging.

If the title is displayed, type in the entry

number and DISPLAY/SEND. The reply may be a display

of the local serial record or the master bibliographic

record, indicating that tha titlf is in the system

but that no holdingd-have .tort!d for the local_

library.

In. the latter case, send the issue to cataloging.

If the local serial record is displayed, compare
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the issue identification (volume, number, date, etc.)

with the display on the screen.

If the issue in hand does not appear to follow

the established publication pattern of'the serial

(i.e. if there is a discrepancy between any of the

elements by-which the issue is identified), Send it

to catal ging.

If the issue follows the established publiCatiop

pattern,. insert an X in the appropriate space on the'

check-in matrix and then depress SEND to record the

information in the computer memory.

After receipt of the issue has been properly

entered, transcribe the call number to the issue,

stamp it with the ownership stamp and forward it to

the proper holding library.
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FIGURE 1 Serial Check-in Procedure - continued
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(Figure 2).

FIGURE 1 Serigl ateck-in Procedure -- continued
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Binding 1

r..4hen the library has made the decision to bind an indi-

vidual serial, all data relative to the binding of that title

wil] be input into the record, field by field, in the same.

manner as for input cataloging. (See: Cataloging on a Cathode

Ray Tube Terminal, D. 30)

Opce the data has been recorded, it will be possible for

the 'computer to automatically produce binding notification

slips for ee-h physical volume; the computer will also put

out bindery lists.

Binding notification slips for all volumes of all titles

ready to lje,sent to one bindery on a particular date will be

assembled along with a list of the titles and volumes and

forwarded to the individual library. Trior to the bindery

pick-up date.

'The following steps describe the bindery preparation

routine which is flowcharted'in figure 2.

After each issue is checked in, ,the computer

will scan the record for a completed volume. If

all of the components (specified issues, title page,

indexes, etc.) which are to he hound into one

'physical volume are present, the computer :aril]

produce a,binding- to be sent to

the library concerned.
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Upon receipt of the bindini notification slip,

prepare the volume for bindery pick-up.

When the bound volume is returned from the

bindery, modify the holdingG record to indicate

the bound status.

Key in the entry number, them DISPLAY/SEND.

The reply- will be a display oi th1' local serial
A

record.

Insert braces before and after the issues in-
,-

eluded in the bound volume and depress SEND tb re-
i

cord the information in the computer.

Stamp the volume with the library ownership

tostamp and sent to the stackS.

c--_,

--,

1 .
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Manual

Produce binding
notification
slip

110

Computer

Prepare volume
for binding
and send

Receive bound
volume from
bindery

Scan record
for complete
voluLle

Is a
physical volumr.

complete?

Yes

ProdUce binding
notification
slip

FIGURE 2 Bindery Preparation Routine
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FIGURE 2 Bindery Preparation Routine - 'continued

1'
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Microforms
4

A detailed statement of holdings in microform will be

appended to the holdings record unless the entire holdings

are ir1 microforci, in which case the form Will be indicated

in the bibliographic record and all holdings will be pre-

, suMed to be in that fOrm. (In this ruport the to m microform

is used to refer to any non-'prinL f(,rm.) When onl a portion

of a scrial'is held in microform and when the current issues

are received in printed form, it Will he necessary to dif-

ferentiate between the forms in the holdings record.

If a microform supercedes the printed form and the

superceded issr are-discarded, it will be possible to

have the computer produce a diso.ard notification for the

superceded issues when the microform is checked in.
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Claims

The system will produce claim notices automatically

'generated by the computer and sent directly to,the publisher

or vender from OCLC..

To pretipitate. , the automatic claims, each library must

establish claim cyles which will be based upon the frequency

and pattern of publication and the promptness with which the
a

issues are regularly received. All facto's which might legit-

imately delay the receipt of an anticipated issue (such as

batch mailing of some frequently published foreign serials)

should be taken into consideration when establishing the

claim cycle for each title.

A claim cycle will consist of (1) the interval between

the anticipated receipt of an issue and the 1st claim notic k 7

(2) the inter.il between the 1st and 2nd claim notices and

(3) the interval between the 2nd claim notice and the notice

*

for follow-up action to be sent to the library concerned.

(
Once the claim cycle is recorded for an indivdual serial,-

.\\

the computer will produce claim notices immediately following

the specified intervals if nd X has been entered on the check-

in matrix to _indicate receipt of an expected issue. (See

Figure 3)

If an X is entered for an issue when an earlier issue

has not yet been received, the computer will produce a claim

notice ror the missing issue even though the claim period
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has nor expired.

It will be possible to negate a claim action, even though

an issue hashnot been received, by entering a 0 (zero) in the

spa.ce where the issue would ordinarily be checked in.

Claims for irregular publication:3 or other "out-of-cycle"
,

claims can Iv. triggered by keying- in a claim request through

the terminal.

Renewals

Although renewals are part of the ordering proCess which

will be implemented-later under the Technical Processing
..

System, it is necessary, to activate/renewal lists, that the
.

following be input with the original bibliographic record:

\the renewal date,the leigth of the subscription, and the name

and address of the vendbr if it is different from that of the

publisher.

Renewal lists, assembled according to renewal date and

vendor, can then be producea automatically and sent to the.

respective libraries for action.

I
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A PRELIMINARY DESCRIPTION OF THE

OCLC SERIALS CONTROL SYSTEM

INTRODUCTION

The major goals of the OCLC Serials Control System are:

1) the creation of a union catalog to increase availability

of serial resources to students and facultieS of Ohio col-
,

leges and universities; and 2) easing the burden of main-

taining several records and thereby reducing costs inherent

in processing serials.

The serials system now being developed will be compre-

hensive; however, the Technical Processing System, to be de-

veloped subsequently, will encompass those functions applied

to ordering and accounting, while the cataloging of serials

*will be an extension of the existing Shared Cataloging System.

Therefore, the primary concern at this time is with operational

functions as they relate specifically to serials, such as

check-in, prediction for claiming,, and binding.

The central file at OCLC will contain bibliographic

records supplied by OCLC Members plus MARC II serial records.

Holdings for each Member library, as well as additional local

data, will be recorded and stored,in the central file that

will be accessible to all Members through their terminals.
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CHF.CK-I:I PROCEDURE

The holdings statement for each title will be kept up-

to-date on a check-in matrix that will be displayed in format

similar to the familiar visible file record currently used

1.
by many libraries. Matrices will be designed to accommodate

varyi,g fnequencies of publication. If the publication pat-

tern is altered substantially, a more suitable matrix will

replace the original one.

The holdings statement will be recorded so as to indi-

cate each physical piece, primarily for use in the Circula-

tion System.

The following steps describe the check-in procedure

illustrated In flowchart form in Figure 1.

When an issue, including title page, index,

and supplement, of a serial is received, the checkei

will type the title search key on the terminal, then

DISPLAY REC'D/SEND and receive in reply a display of

the title with the local holdings or a display of

possible titles.

If the desired title , not displayed, try an

author-title search if there ,Iny possible author.

If the desired title is riot displayed as a

result of either of the above approaches, send the

issue to selection and acquisitions.

If the title is displayed as one of several,

type in the entry number and DISPLAY REC'D/gEND.
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4
The reply will be a display of the title with

the local holdings record.

If the local holdings record consists of a

blank matrix only, with no previous holdings having

been recorded for the title, send the issue to se-

lection and acquisitions.

If local holdings have been recorded, compare

the issue identification (volume,'number, date, etc;)

with the display on the screen.,

ff the issue in hand does not appear to follow

the established,publit.:(x4ion pattern of the serial,

that is if there is a discrepancy between any of-the

elements by which the issue is identified, send the

issue to cataloging.

If the issue follows the established publication

pattern, type an "x" in the appropriate space on the

check-in matrix and then lepress SEND to record the

transaction in the computer memory.

After receipt ofthe issue has been properly

entered, transcribe the call number from the screen

to the issue, 'stamp the issue with the library owner-

ship stamp and forward it to the specified holding

library.

If an issueis lost after it has been checked in, an

can be typed over the,"x" to indicate that the issue



-4-
"' a

is not available. If the lost issue is later replaced, an

"r" can be tvped over the,"A". 'Both "x" and "r" will in-

dicate that the issue is available in the library, but will

distinguish between the tissue received as part of a sub-

scription and a replaeetent which may have been ordered

separately.

Althaugh issues may be checked in with an "x", the date

of check-in will be recorded in,the computer and can be

accessed through the terminal when necessary.
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FIGURE 1 Serial Check-in Procedure - continued
A
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i

FIGURE 1 Serial Check-in Procedure -- continued
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BINDING

When a library has made the decision to bind an indi-

vidual serial, dcita relative to the binding of that title

will be input into the record in the same manner as for in-

put cataloging.

Once the data has been recorded, it will be'possible

for the computer automatically to produce binding notifica-

tion slips containing full binding instructions for each

physical volume and the binding fund number if required.

The computer will also put out binding lists of items to

be sent to the binder}in_one shipment.

'Normally a binding notii-cation slip will be produced

as"soon as the components (specified issues, title page,

index, etc.) to be bound into one physical unit -have been

received. However, when it is desireable to delay the bind-

ing of certain titles to keep theM available until the end

of a term, or to avoid a large bulk of binding at one time,

it will be possible to postpone the production cif the bind-

ing notification slip by recording a later binding date with

the other binding instructions. Then the binding notifica-

tion slip will be produced on the specified date, provided

the bindable unit is complete.

Binding notification slip's for the voluMes ready to be

sent to one bindery at the same time will be assembled along

with a list of the items and forwarded to the appropriate

library prior to the bindery pick-up date.
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The following steps describe the bindery preparation

routine flowcharted in Figure 2.

After each issue is checked in, or on the

designated date, the computer will scan the record

for a completed physical volume. If the components

to be bound together-are present, the computer will

produce a binding notification slip to be sent to

the library concerned.

Upon receipt of the binding notification slip,

prepare the volume for bindery pick-up.

When the bound volume is returned from the

bindery, modify the holdings statement to indicate

the bound status.

Type in the title search key; then DISPLAY

REC'D/SEND. The reply will be a display of the

local holdings.

Insert braces before and after the issues in-

cluded in the bound volume and depress SEND to re-

cord the information in the computer.

If there is a call number, transcribe it to

the bound volume and send the volume to physical

processing.

An augmentation of the binding applications set forth

here will result in a subsystem designed to include the

binding of various types of materials. This binding sub-

i
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system will be defined as a component of'the Technical

Processing System.

For ephemeral periodicals'that a library may wish to

retain for a limited time (perhaps the current year only or

the latest three years), the computer will produce discard

notices-instead of binding slips. After the last issue of

the current year is checked in, the computer will produce

a notice to discard the issues for the year preceding the

specified retention period.
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FIGURE 2 Bindery Preparation Routine - continued
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CLAIMS

The system will produce claim notices automaticall

generated by thecom0..tter, or manually requested throug

the terminal, and sent directly to the publisher or ven

from OCLC.

To precipitate the automatic claims, OCLC will estab-

lish claim cycles based upon the frequency and pattern of

publication and the predictable lag between the specified

publication date and expected receipt. Factors, such as

batch mailing of some foreign periodicals, which might

reasonably delay delivery of an anticipated issue, will be

taken into consideration when setting up the claim cycle

for each title. Any library wishing to modify or change

the established claim cycle may do so.

It will be necessary for each library to indicate in

the serial record where the claim notices are to be sent

and the maximum number of claims to be generated as part

of the automatic claim cycle.

A claim cyle will consist of 1) the interval between

the anticipated receipt of an issue and the first claim

notice, 2) the interval between succeeding claim noticesv,

and 3) the interval betweery he last specified claim notice

and the claim report to be sent to the library concerned.

The computer will produce claim notices immediately

following the specified intervals of the claim cycle if

no "x" has been entered on the check-in matri:c to indicate



receipt of an expected issue (see-Figure 3).

If an "x" is entered for an issue when an earlier issue

has not yet been received, the computer will produce a claim

notice for the missing issue even though the first interval

of the_claim cycle has of expired.

It will be possi e to negate a _claim action, even

though an'issue has not been receivPd, by entering a "0"

Czero) in the space where Re issue would ordinarily be

checked in.

Claims for irregular publications and other "out-of-.

cycle" claims can be triggered by .keying in a clainrequest

through the termi

Periodically, the computer will scan serial ho.ldings

records and produce a list for each institution of its titles'

'for which, there have been no receipts within the period.

A record of claim notices sent will be stored in the-

computer memory and will Ns accessible to the Member library

-through the tetminal.

z
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LISTINGS

Individual libraries will be able to request any of

all of the following listingS as required.

Alphabetized list of serial titles in one
institution

I

,Alphabetized list of titles in each holding
library in one institution

List of new titles added within a specified
period of time

List of titles arranged under subject heading

List of titles arrange et,ftlassification
numbers

List of titles arranged_under foreign language
of text

List of titles with common rengwaldate to be
renewed from one vendor

List of titles to be submitted for bids

List of titles for which there have_been no
receipts over an extended peri6d of time

Desirata list of issues lissing from holdings

Since the requirements of different libraries vary con-
-

siderably, each listing will contain information, such as

call number, location, and holdinn,:, specified by the indi-

vidual library. It will also be pp:;!;ible to produce various

combinations of the above listings,
.00

for example titles in

each holding library subarranged by classification.
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CATALOGINQ

Serials cataloging will follow the MARC II format for

serials that is designed to be compatible with the MARC II

format for monographs.
'Cataloging details will be provided

when the Serials Control System is imphe mented.

In addition to the bibliogniphic data pvided for in

the MARC format, the following holdings and operational data

will be basic tc the generation of a'numberof products and

therefore, insofar as possible, should be input with the

initial_eniry by the local library, for each title.

Special instructions for the local library

Binding information

Designation of holdings in microftirm

Number of claims in automatic claim cycle

Name an address of vendor if different

from publisher

Renewal date and length of subscription

Individual-title order number assigned by

vendor if required

Special instructions, to be displayed with the check-

in-patix,_may include any inform -Minn useful to the checker

concerning a specific title: "Supplements cataloged separate-

.

ly"; "Send directly to binding"; "Route to library depart-

ments"; etc.

When the title of a serial is changed or when publication

ceases, some device will be employed to alert all users to

the change.



MICROFORMS

A detailed statement'of holdings in microform, or any

non - print -form, will be included as part of the holdings

record. When the entire holdings are in microform, the form

will be indicated in the bibliographic record and all hold-

ings will be presumed to be in that form. When only a por-

tion of a serial is held in microform and when the current

issues are received in printed-form, it will be necessary

to differentiate between the microform and the print-form

holdings.-

If a microform supercedes the printed form and th4

superceded issues are discarded, it will be possible to

have the computer automatically produce a discard notice

for the superceded issues at the time the microform is

checked in.
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PREFACE

The following text describes the procedures appli-

cable to the use of the CRT terminal for ch4king-in,

binding, and claiming of serials. These procedures are

designed to be incorporated into the individual work

flow of each library.

This draft is neither final nor complete, ince

certain computer operations have yet to.be defined.

Therefore some details have been omitted at this time

and others may be changed slightly before the manual is
4

completed in its final form.

)
The fields referred to in the text are fully des-

cribed'in Serials: A MARC Format and the Addendum number

1' to that format.
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CHECK-IN PROCEDURE

The operator will log into the system using his social

security number plus a symbol designating the Serials Control

System. The.screen-display for the check-in oper4tion with-

in the serials system will be formated to inclu,de the fol-

lowing information:

Call number

Location (Holding library)

Frequency of publication

Claim cycle

Date the latest issue was received

I

Established* main entry (individual or corporate
name from fields 100, 110, or 111) if there is
one

Title used by the individual library if it is
,identified in the 200, 245, or 246. fields

Vendor

Claim history, for issues not received

Special instructions for checker

Complete holdings statement ,

Next expected issue

A diagram of the screen display used for serials

check-in is shown in Figure 1.

* Established according to LC, The Union List of Serials,
ALA Catalo10.ng Rules f r Author and Title Entries, or
Anglo-American Cataloging Rules.

..

)
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SERIALS HOLDINGS/CHECK-IN r
P
CALL NO: LOC: FREQ: CLAIM CYCLE: F
P

MAIN ENTRY: F
P
TITLE. P
P
VENDOR: P
CLAIM Filf0M:.P
CLAIM HISTORY: P
SPECIAL INSTRUCTIONS: P
P
P
P

HOLDINGS: P
P

P
NEXT EXPECTED ISSUE: VOL: NO: DATE: F

FIGURE 1 Serials Holdings /Check -in Screen

Once logged in, the checker will retrieve the records

desired by meagL of search keys similar to those established

./
for catalogAng. (See Cataloging on a Cathode Rav Tube Ter-

minal pp. 20-21.) The author-title search key can be used

if there is a main (author) entry in addition to the title.

A title search key for any,of the titles indicated in fields

200 (Title as it appears on the piece), 245 (Full title), or

246 (Varying forms of title) car be used to retrieve the

record even though the official entry as established by the

cataloging library is in another form.

The following steps describe the check-in procedure
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GO,

illustrated in flowchart form in Figure 2.

Log into the Serials Control System.

Type a title search key for the issue received,

then depress DISPLAY RECD and SEND. If the'serial

has been entered in the system, the reply will he

either a display of the Check-in Screei for the title

or a display of truncated titles that fit the search

key.

If the title is not shown in' either manner,

try an author-title search key if there is 'any

possible author entry.

If the desired title is not displayed as the

result of either of the above approaches, send the

(\ issue to selection' and acquisitions

If the title appears as one of several titles,

type the entry, miner accompanying the desired

title then DISPLAY RECD and SEND. The reply will

be a display of the Check-in Screen for the title

with the local holdings statement.

Should the screen display contain only the

title with no previous holdings recorded, or with

an "on order" designation, send the issue to selec-

tion and acquisitions.

If local holdings have been recorded, compare

the issue identification (volume,, number, date, etc.)

with that displayed on the screen as the Next Ex-

pected Sue.
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If the issue in hand agrees with the Next Ex-

pected Issue displayed, and with the cursor at home

position, depress UPDATE and SEND to Update the

holdings record.

If the space following the "Next Expected Is-

sue" is blank, as it will be for irregular serials

that cannot be predicted, type the issue identifi-,

cation in that space, depress ADVANCE LINE, UPDATE,

and SEND. The computer will update the holdings

record.

If the issue in hand is an earlier issue that

was not received_ when expected or a special issue

not anticipated, type the issue identification on

the line below the Next Expected Issuer depress.

ADVANCE LINE, UPDATE, and SEND. This action will

update the holdings record but will leave the Next

Expected Issue display intact.

If thePissue in hand is the one following the

Next Expected Issue displayed, and with the cursor

tome position, type "no" and SEND. This action

will trigger a claim for the skipped issue and up-

date the Next Expected Issue display, which should

then agree with the issue received.

If the issue in hand does not agree with the

Next Expected Issue and does not appear to follow

the established publication pattern, that is if
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,

there is a discrepancy between' any of the elements

by which the issue is identified, send the issue

to cataloging.

After receipt of the issue has been properly

entered, transcribe the call number from the screen

to the issue, stamp it with the library ownership

stamp, axid forward it to the holding librar0,

If an issue of a serial is missing after it has been

checked in, denote this by inserting "1" after,the number

of the lc,st issue in the holdings statement. For example,

if the holdings statement read; "#v3#[no]l` -6" and number 5

has been lost, put the terminal into INSERT MODE by depres-

sing the INSERT key, position the cursor over the 6 and

type "4[51]", depress INSERT again to return the terminal

to normal mode, then depress ADVANCE LINE and SEND to in-

form-the computer of the change. If the lost issue is re-

placed and it is desirable to indicate the replacement

status until the invoice is received, place the cursor over

the "2" in \the holdings statement and type "r", then depress

ADVANCE LINE and SEND, as above. A holdings statement read-

ing "tv3t[no]1-4[5r]6" means that all jssues from 1 to 6 are

present but number 5 is a replacement issue.' The replace-

ment or lost status can be deleted by placing the cursor

over the 41 typing "6" and deleting the extra characters

up to the next'entry, and then sending the revised line to

the computer, as above.
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Manual

Log into the Serials'System

Issue
received

1
Display Rec'd/Stnd

I; No

Is

desired title
displayed with other

titles

0

FIGURE 2 Serial Check-in Procedure
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Manual

Type author-title search ko

Computer

No

Yes

1

Type entry numbin

Retrieve.
entries
via
author-
title
index

Display Recd /Send
Retrieve
local
serial
holdings/
check-in
record

FIGURE 2 Serial Check-in Procedure - Continued
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Manual

Send to
selection &
acquisitions

Yes Is NN
title "on
order"?

No

Send to
selection C
acquisitions

No

Yes

'Is Next
Expected Issue

displayed.

Yes

ce

Does issue
identification agree
with Next Expected

Issue

Computer

Yes

FIGURE 2 Serial Check-in Procedure - Continued
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.Update/Send

ftanual

Tr scribe call no.
to I sue, stamp, £
forward to proper
holding library

-

(
1
End )

(Type issue e)

identification
in space for Next
Expected Issue

1,
Advance Line

1

Update/Sendl

0

Computer

>

-1

Update
holdings'
E Next
Expected'
Issue

.1

FIGU E 2 Serial Check-in Procedure - Continued
lki
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0
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0

Update
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record

FIGURE 2 Serial Checks; -in Prodedure - Continued
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FIGURE 2 SerialCheckin Procedure - Continued
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BINDING

When a library has made the decision to bind an indi-

vidual serial, data relative to the binding of that title

must be input into the local reco:J. After logging into

the Serials Control System, the operator will locate the

desired title as described in the Check-in 'Procedure. A

screen display formated to include the information perti-

nent to the binding operation can be called up by keying

in an additional symbol for binding.

A diagram of a Binding Screen is.shown'below in

Figure 3.

BINDING F

CALL NO:
F

MAIN ENTRY:
P

TITLE: P

BINDERY: F
BINDERY SCHEDULE:
TYPE OF BINDING:
SPINE LETTERING: P
BINDING INSTRUCTIONS: P
F
P

r (
.\.r

LOC: DATE(S) TO BIND: F

FUNI, NO: F

COVL.:R COLOR NO: PRINT COLOR: P

P

VOL.IDENTIFICATION: DATE SENT: r

FIGURE 3 Binding Screen'
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The cell number, location, main entry, and title will

be retained from the Check-in Screen. All other informa-

tinn must be-input by the library either at the time cf

cataloging or when the first volume is ready for binding.

If volumes are to be sent to the bin-tery as soon as

all of the components are present and the first issue of

the next volume has arrived, it is not necessary to specify

"Dates) to Bind"., Ex4ever, if it is preferable to delay

binding to keep issues available until the end of -a4 -tte'rm,

or ;0 distribute the quantity of binding throughout the

year, the date(s) of the desired bindery ShipmLAt(s) must

be specified.

"Bindery Schedule" refers to the frequency and the

time of the month or week of the regular bindery shipment,

for example, "Monthly. 3rd Thurs.."

"Type of Binding" indicates the class of Wilding, such

aq specified or first class, standard, pamphlet, paperback,

or other designation used by the individual bindery. For

standard, pampl:_et, or paperback types no further instruc-

tiohz; need be input because the bindery will bind according

to its own specifications.-

For specified or first class binding however it is

necessary to record the color number, the color of the

print, and the exact lettering to appear on the spine as

well as other instructions that,apply to the binding of

that title.
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At the bottom of the Binding Screen the "Vol. Identi-

fication" will show the volume currently in preparation or

at the bindery. The "Date Sent" will indicate the date

the bindery slip was sent out from OCLC unles:-, the library

prefers to input the date of the actual bindery shipment.

Once the data has been recorded, the computer auto-

matically will produce binding notific,tion slips, con-

taining full binding instructions, for each physical volume.

Lists of items to be sent to the binde in one shipment

will alSo be produced for those libraries requesting them.

'.Binding slips for the volumes going to one bindery

at the same time will be assembled along with the binding

list and forwarded to the appropriate library prior to the

bindery shipment. date.

When bound volumes are returned from the bindery, the

holdings statements must be modified to show the bound

status of each item. After logging into the Serials Con-

trol System and retrieving the desired title with the

holdings statement displayed, the operator will insert

braces ( fl) around the items that adequately identify

the 'ound unit, delete the unnecessary characters, then

depress ADVANCE LINE and SEND.

The following steps describe the binding preparation

and update routines flowcharted in Figure 4.

At leasionce a week the computer will scan

each serial record for a completed physical volume.
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If +he co.nponents to be b together are

present and the first issue of the-41ext volume

has -been checked in, the computer will produce a

binding notification slip to be sent to the library

concerned.

Upon receipt of the binding slip, prepare

the volume for bindery shipment.

When the bound volume is returned from the

bindery, log into the Serials Control System to

update the holdings record.

Type in the title of the author-title search

key, then DI LAY REC'D and SEND.

If the title appears as one of several, key

in the entry number for the desired title; DISPLAY

REC'D, and SEND. The reply will be a display of

the title with the local holdings.

Insert braces in the holdings statement before

and after the issues included in the bound volume

and delete the unnecessary characters, then depress

ADVANCE LINE and SEND to roansmit the change to the

computer.

If there is a call number, transcribe it_t0

the bbund volume and send the volume to physical

processing.
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Manual

Receive binding
notification <---
slip

1

Computer

0
Scan record for
complete volume

i
--7

Is
physical volume
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If
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Yes
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notificatiOn
slip

FIGURE 4 Binding Preparation and Update

No



Manual Computer

Prepare volume
for binding
and send .6

Receive bound
volume from
bindery

,Log into the Serials SysteM

--1Type appropriate search key.

Yes

Display Redd/Send

Is

title
displayed with

holdings

No

Retrieve
titles
via 'P
search
key

.....

FIGURE 4. Binding Preparation and Update -- QQntinued
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Type entry number

'Display Recd / Send I

1

Manual Computer

Insert braces around pis-1

sues included in bound
/volume and delete un-
necessary characters

IAdvance Line/Send

1
Add call number to
volume and send to
physical processing

,

> Retrieve
title, with
holdings
record

>
Update
holdings
record

FIGURE 4 Binding Preparation and Update - Continued
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An augmentation of the binding applications set forth

here will result in a subsystem designed to include the

,binding of various types of materials. This binding sub-

system will be defined as a component of the Technical

Processing System.

For ephemeral periodicals that a library may wish to
f

retain for a limited 'me only (perhaps the current year

yearor the latest three year ), the computer will produce dis-

card notices instead-of binding slips. After the fir3t

A

issue of the new year or volume is checked in, the computer

will produce a notice to discard the issues for the year

preceding the-specified retention period.

CLAIMS

The Serials Control System will produce claim notices

automatically generated by the computer, or manually re-

quested through the terminal, and sent directly to the

publisher or vendor from OCLC.

The member libraries must indicate in each serial

,record where the claims are to be sent. This information

should be input following "Claim from:" on the Check-in

Screen.

To precipitate the automatic claims, OCLC will estab-

lish claim cycles based upon the frequency and pattern of

publication and the predictable lag between the specified

publication date and expected receipt. Factors, such as
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batch mailing of some foreign periodicals, whigh might

reasonably delay delivery of an anticipatedi&77.7r11 be

taken into consideration. Any library wishing to change

an established claim cycle may do so by typing over the

cycle displayed on the Check-in Screen and then depressing

ADVANCE-LINE and SEND to transmit the change to the com-

puter.

A claim cycle will consist of 1) the interval between

the date of the latest issue received and the first claim

notice, 2) the interval between succeeding claim notices,

and 3) the number of claims to be sent. Each library will

designate the maximum number of automatic claims to be sent

for that library. The last of these will be mailed to the

library rather than to the publisher orlaealer so that the

library will be alerted to follow up with appropriate action

to correct the delinquency.

To initiate a claim notice manually, log into the Serials

Control System, retrieve the record for the title dedired,

then, with the cursdr at home position, type the identifi-

cation of the overdue issue, "claim", and SEND. As long

as an issue is outstanding, a record of the claims sent

will be displayed -on the screen as the "Claim History" for

that issue. When the issue is received and checked in, the

Claim History will be deleted automatically.

To nullify'a claim action at any time, retrieve the

screen display for the desired title and, with the cursor
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at home position, type "no claim" and SEND. That command

will be displayed below '4Special Instructions" and will
.

remain in effect-until it is cancelled by the library. To

cancel the "no claim" command, place the cursor to the im-

mediate left of the first letter, depres2 SOM (Start of

Message), move the cursor teN a position preceeding the para-

graph mark, depress INSERT, type "negate" following the mes-

sage, depress INSERT, ADVANCE LINE, then SEND.

Periodically the computer will scan the serials records

and produce a list for each institution of its titles- for

which there have been no receipts or claims within the period.

\IICROFORMS

A detailed statement of holdings in microform, or any

nOn-print form, will be included as part of the holdings re,,'

cord. When the entire holdings are in microform, the form

will be indicated in the bibliographic record and all hold-
.

ings will be presumed to be in that form. When only a por-
,

tion of a serial is held in microform and when the current

issues are received in printed form, it will be necessary

to differentiate between the forms in the holdings record.

I a microform supercedes the printed form and the

superce d issues are discarded, the computer will produce

a discard notice for the superseded issues at,the time the

.microform is checked in.
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SUGGESTED MINIMUM REQUIREMENTS FOR SERIALS CATALOGING

As a point ofcleparture for discussion at the 'Serials Ad-
visory Committee meeting an 9 February 1972, OCLC suggests that
the information,specified in the fields _listed below be considered
as basic to the cataloging of serials.

when
all of the fields will

be applicable to each serial; however, WIken the fields do apply,
it is highly desirable that they be included the bibliographic

record.

It is further suggested that An effort be made to verify the
main entry through NUC and/or 'MST, if the cataloging library has
these tools, even though that library may choose to use another
form of entry for its own catalog and check-in record.

For a full description of"the fields, please consult erials,

a MARC Format.

FIXED FIELDS
Vag Element No. Name of Data Element

008 1 Date entered on file (will be entered auto-
matically by the computer)

2

3

4

6

7

9

N
Publication status; c ,-- current

d - dead-
? - unknown

Beginning date of publication (year only)

Ending date of publication

Frequency (a one character

Regularity; r - regular
n - normalized
x - completely

Type of serial designator;

code, see

irregular
irregular

MARC)

(none of
the following)

p - periodical
m - monographic series
n - newspaper

- blank
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Suggested Minimum Requirements for Serials Cataloging

FIXED FIELDS
Tag Element No. Name of Data Element

008 10 Physical medium designator; a one character
code to denote the physical form in which
a serial is originally published

11 Form of reproductirm; a one character code
to indicate the type of reproduction

15 Title page availablity; a one character code
to show the oi Iwo of a title page and
the method of .icqui,lition

16 Index availability; i one character code to
show the existence of an index and the
method of acquisition

17 Cumulative index availablity (will be trans-
ferred by the computer from variable field 555)

20 Language code; a three character code indicating
the language of the text, with "MUL" indicating

multilingual

21 Modified record designator; a one character code
to indicate when an LC printed card has been
modified

22 Cataloging source code (will be transferred by

the computer from variable field 040)

VARIABLE FIELDS
Tags Name of Field

010 LC card number (if available from copy in hand)

040 Cataloging source

041 Languages; Langua: text if multilingual,
or language of Ht followed by language of
original if a tran:;lation

050 LC call number (if available from copy in hand)

060 NLM call number (if available from copy in hand)

082 DDC class number (if available from copy in hand)
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Suggested Minimum Requirements for Serials. Cataloging

VARIABLE FIELDS_
Tags

090

092
.,-

100

110

111

Name of Field

Local LC call number

Local DDC call number

Main elltry, persdnal name

Main entry, corporate name
i

Main entry, conference name

200 Title as it appears on the piece; required
only when different from 245 or lxx + 245

240 Unif6rm title t

45 Full title

246 Varying forms of title,

247 Formbr titles

250 Edition, statement; used only when differing'
editions have identical titles, such as
geographic editions

260 Imprint

310 Frequency

320 Current frequency control information (a non-
printing field needed for holdings-update
and generation of claims)

330 'Publication pattern (a non-printing field
needed for holdings update and generation

of claims)

362 Dates and volume d.c.;it;11,itions

400 Series statement, personal name/title (traced)

410 Series statement, corporate name/title (traced)

41' Series statement, conference, name/title (traced)

4 Series statement, title (traced)

49g Series statement,-untraced or traced differently

1
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Suggested Minimum Requirements for Serial: Cataloging

VARIABLE FIELDS
Tags Name of Field

General notes

Supplement note

500

525

546

547

555

580
yx

Language. note (Field 041 expressed language
information in coded form.)

Former title no'te (complexity)

Cumulative indexes

Linking. entry note-(complexities)

In addition to the ablive, the-appropriate Subject Entries

(600's), Added Entries, Linking fhtries (700's), and Series Added

Entries (800',$) should be entered.
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OCLC TECHNICAL PROCESSING SYSTEM

PRET IMINARY OUTLINE OF, THE SYSTEM

The aim of the Technical Processing System is faster and

more accurate processing of books, reduction, in personnel in-

volved in techn4cal processing, accumulation of data into one

--central record, and reduction in unnecessary duplication of

boo'rs among member libraries.

There will be three major gioupJ of processes: 1) unitary

procurement, 2) extended procurement, and 3) gifts. Unitary

procurement constitutes the acquisition and processing rf books

the result of an order being placed for a single specific

title. Extended procurement comprises blanket orders, standing

orders, exchanges, subscriptic , governmental items, and mem-

berships in publix'ations producing groups. Gifts constitute

those accessions which are unnredicted in their arrival and

require no payment.

In this brief description, only the unitary procurement

process will be delineated, and only the main flow of work will

be described.

When a request is received by a library acquigitiolE,.

partment, it will first be s_arched via the terminal to deter-

mine whethc,r or not the title is already in the 11,rary or cur-

rently on order. E-cn though the title is not in the local

library system, the search may yield the bibliographic record
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A

for the desired item. That record can be used tb verify the

author and title as well as to supply other pertinent information.

After the decision has been made to purchase an item and

the fund, order numper, vendor, etc. have been assigned, the

order work form will be requested on the terminaq. and the rele-

vant data typed in and,transmitted to the computer. A multiple

cop, order will hr' prodUced automiti(dlly at the center, two

copies to he ,r,nt to the vendor dnd the remdining copies to be

sent to the library originating the 1,rder.

At the time of receipt,the record for the titleyill be

recalled to the terminal screen. When the record is displayed

and it has been determined that the title reeeiVe:d is in fact

the one ordered, the operator will transcribe any necessary

information from the screen to the copy of the order slip ac-

companying the item. The item, can then be forwarded to the
.

appropriate department for further processing.

Invoice information will be added to the computer record

whenever the invoice is received.

COMPUTER PRODUCTS

The computer products will t,. I ( mr types : 1) (A1 -lin

CRT screen displays, 2) printed form., 3) statistical and other

reports, and 4) punched card reports.

The first group of products described will be operational

at the time the Technical Processing System is implemented.
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The second groAp is a series of p-'oducts that will be added

as soon as possible following implementation. The third group

consists of a series ef reports that will be preduced on de-

mand from the system; the Center wj also add this third

group to the system subsequent to initial implementation.

GROUP I

SCREEN DISPLAYS

There'will be a separate screen display for each "on order"

title and each gift title. Each record display will include

data relative to the processing-of that title. The records

will be retrievable by order number or by title or author-

tit?e search keys. The computer will maintain indexes required

to access the records and to access the specific data needed

for repo, and listinErs.

Examples of screen displays for monographs (unitary pro-

curement), serials (extended procurement), and gifts are

shown in Figures 1, 2, and 3.
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TECHNICAL PROCESSING - MONOGRAPHS

CALL NO:
LC CARD NO:
AUTHOR:

TITLE:

PLACE:
VENDOR:
NO. OF COPIES;
SERIES:
REQUESTED BY:
DATE NEEDED:
DATE ORDERED:
CLAIM HISTORY:

INVOICE NO:NO:
INVOICE BEING HELD:
REMARKS:

LOCATION:

PUBL:
LIST PRICE:
VOLS:

DATE RECD:

ORDER NO:
ACCT. NO:

YEAR:
EST.COST:
EDITION:

DEPT:
FUND:

4-COST:

INVOICE CLAIMED:
CLEAR FOR PAYMENT:

FIGURE 1 Screen Display - Monographs

TECHNICAL PROCESSING - SERIALS

CALL NO:
LC CARD NO:
AUTHOR:

TITLE:

PLACE:
VENDOR:
NEW :01RX:
REPLACEMENT 011:
T.EQUESTED BY:
n'ITE ORDERED:

INVOICE NO:
INVOICE BEING HELD:
REMARKS:

LOCATION

PUBL:

RENEWAL:

DATE REC'D:

INVOICE CLAIMED:

ORDER NO:
ACCT. NO:

FREQUENCY:
SUBSC.FRICE:
SUBEC. TERM:

PRIcE:
DEBT:
FUND:

CLEAR FOR PAYMENT:

FIGURE 2 Screen Display - Seals
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TECHNICAL PROCESSING - GIFTS

CALL NO: LOCATION: ORDER NO:

LC CARD NO:
AUTHOR:

TITLE:

PLACE:

DONOR:
DATE REC'D:
REMARKS:

PUBL: YEAR:

EST.COST:

FIGURE 3 Screen Display - Gifts

The Fund Commitment Register will he accessible via'the

terminal at anytime and will be current according to the

'latest data transmitted to the computer. The register will

be arrange,' by fund and will include the-following information

for each fund:

Total income from the fund

Uncommitted total

Cash balance

Expenditures

Commitments

A Foreic;n Conversion Table will automatically convert

foreign monies to U.S. dollars.
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PRINTED FORMS

A multiple copy Printed Order Form, similar to the example

in Figure 4, will be produced automatically by the Computer.

Two copies of the form will be mailed by the Center directly
%

to the vendor, one,copy of which is Intended to be returned

with the item when the order is filled.. The remaining copies

will be sent to the library originating the order to he used

as needed as a permanemt order record,-1 a temporary catAng-

ing record, etc.

CALL NO.

LC CARD NO.

AUTHOR

TITLE

(RUSH)

ACCT. NO. PLACE PUBL. YEAR

ORDER NO. VOLS EDITION ISBN

SERIES ISSN

LIST PRICE NO. OF COPIES LOCATION(S)
REQUESTED B? DEPT.

DATE ORDERED NEEDED BY FUND

DATE RECD COST VENDOR

LIBRARY NAME & ADDRESS

FIGURE 4 Multiple Order Form
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Claim Notices will be produced automatically by the com-

puter according to pre-determined claim cycles. OCLC will %11
4

establish a claim cycle for each vendor, depending in part upon

the geographic location of the vendor. Each member library

will decide on the number of claims to be sent for that library.

In addition to the automatic claims, it will be possible to

initiate claims manually and to suppress the automatic claims

if necessary.

Two types of claim notice will be required. The first

will be a claim for titles ordered but not received TAiithin

the specified period of time, the other will be an Invoice

Request for an overdue invoice for items received. EXamples

of the claim notice and the vendor reply form that will be on

the back of the claim notice are shown in Figures 5 and 6.

The invoice request form is shown in Figure 7.

Reque:Aer Notices will be sent to the respective libraries

regularly, for distribution to the requesters. Each title, for

which the requester has asked to be notified of arrival, will

be ljsted on the notice, as well"as the status of the Proco.is-

ing f his request.
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STATISTICAL AND OTHER REPORTS

Delayed Processing Reports will be addressed the super-

visors of the various departments to which they apply. A maxi-

mum time period will be established for a title to remain in a

given processing area before the computer produces a report that

completion of the processing for that particular title is overdue.

A List of Books Ready for Requesters will be issued to the

circulation departments periodically. The requesters liucea

will be those who asked for a specific title after another per-

son had already requested it. The first requester will have his

original request with the book when it goes to the circulation

department. The circulation
department will use the list of

names as a reserve list for subsequent
lending of the book.

Periodically, Reports of Expenditures and-Encumbrances will

be sent to each library. The time period covered will be spec-'

ified and the arrangement will be by department or fund or other

category defined by the library.

PUNCHED CARDS

When an invoice is approved for payment vi, il the terminal ,

the computer will produce punched car :; for t lose instilution:1

with automated purchasing departments. The cards will be sent

directly from OCLC tci the purchasing
deivrtment of the insti-

\

tution concerned
thuseleminating the ne d to.send the invoices.

for manual keypunching.
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GROUP II

The computer products in this group will not be available

at the time the system is first implemented..

Graph.- Number of Titles in ProCss

This product will be-a line graph on a single sheet of

computer paper. Points on the line will represent each week

from a given base point. Lines will represent the number of

requests in pre-order searching, the nuaber of titles in rich

of several pre-cataloging cheek point..the number of title.:; in

ciltaloging, and the number of titles at the bindery. From, this

chart it will be possible to tell at a glance whether or not

there is,an increasing accumulation of materials in any one

processing area.

Graph - Activity Statistics

A line graph will contain the number of requests received

in a week, number of orders issued, number of. titles received,

number of titles searched, and-number of titles cataloged. As

with the ptevious graph, it will be possible for a manager to

tell at a glance any significant change in trends of activity

in various processing areas.

Average ;Cost Per Title

Each week the computer will calculate the average cost per

,
title for all books processed in the system within a pre-deter-

mined period of time.
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It

the computertion specif
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This group is a series of reports that can be supplied by

demand. The production of these re-

ports will not be implemented until after the entire system is

operational.

Donor and Gift Lists

This product will be a list of pift.: received within a

specified period ol time, arranlwd under the namo of the donor.

Rate of Work Flow

This report will give the average time items remain in

each, processing location.

List of Titles by Fund

This report will list, under the names of the funds, the

titles' acquired from each fund within a specified time period.

e

Nurber of Titles Cataloged by 'Subject Classification

This list will provide'the number of titles cataloged in

each subject class'ification.

Subject- Vendor File'

A list_ will be compiled by :ml lott classification of the

vendors who have supplied books within each subject and the

number of titles' each vendor supplied.

List of Books Received by Blanket Purchase Order

This report will consist of a listing of blanket purchase

orders and the titles of books acquired on each purchase order.
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Returned Books On-Approvarx,azid Blanket Orders

This report will yield a count and listing of books returned

under each blanket order. \,_

Number of Titles tcquired by Language and by Country

Amount Expended by Order Type and Timo of Year

This report will give the amount 01 morwy spent after a

given date a:; the result of various._ type!: of orders (unitary

procurement, blanket orders, standing orders, etc.). The re-

port will also give the total amount of money expended at any

time during the fiscal year.

Out-of-Prin°t Want Lists

This report will be a listing of uh atisDied quotation

requests in the file.

Request-for-Quotation Follow-up

After a pre-determined time for each.vendor, the computer

will report to the library that no quotation has been received

for the specified out-of-print items.

Time RclationThip of Invoice and F

The complier will calculate tl1 t elapsed betwe,th the

receipt of a book and its corresponding invoice from a given

vendor.

Titles Received by Vendor

This report will be a listing of the number of titles re--

ceived from each vendor after a given dat.
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Amount of Funds Expended by Vendor

Average Time for Individual Vendors to Supply Books

.
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INTPODUCTTON

The Technical Processing System in its entirety will

consist of an acquisitions system including financial re-

cords and a monitor to issue notices to staff when items

are delayed in acquisitions, serials, cataloging, or phys-

ical processing. The Center will riot activate the monitor

when TPS is first implemented.

The aim of the Technical Processing System is faster

and more accurate processing of materials, reduction in

personnel involved in technical processing, accumulation

of data into one central record, and reduction of unneces-

sary duplication of materials among Member libraries.

DESCRIPTION OF THE SYSTEM

The system will initially encompass the llociing

basic operations: 1) creation of the TPS record pro-

duction of purchase orders, 2) on-line update of records

when material is received and (vain when it is cataloged,

3) automatic claimilv of overdue orders, and 4) production

(f F,e-ountin

There will be throe mayor' typos of proces:,e-: I) uni-

tary procurement, 2) extended procurement, and 3) -ifts.

Unitary procurement ('u') constitutes the acquisitions and

prc'cessiug of material 35 the result of an order for a

single specific iten. Multiply copic-: of an item, or mui-
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It)

tiple volumes of a completed set may be construed as uni-

tary procurement. Extended procurement ('e') comprises

subscriptions, standing orders, on approval orders, blan-

ket ceders, exchanges, and memberships in publications-pro-

ducinz, group :;. rifts constitute those accessions that are

unpredicted in their arrival and require no payment. They

mly he oither 'unit' gifts ('gu') or 'extended' gifts (tge'),

such ,n1y;eriptions. In A cA,o:, iexchAtn.c1 mate-

wil t I
iroat-d as gift. 1.11.-_'i require twit/wr a

purchase order nor payment.

Treatment of material received as the result of a mem-

bership will be determined by the nature of the publication

and internal library policy. For ,example: if the major pub-

licatiGn received through a membership is a,serial, it could

be treated 3L; a regular subscription with the membership fee

construed as the cost of that ,ubscription; ancillary sub-

scriptions or separate works, sent to members at no addi-

tional cost, might be treated as gifts. A membership pro-

viding primAril7 non-serial items might be handled as a

standing order.

Periodilly, the system will be piirpf-d r)f- c(wIploted

TI'S roonrd'; identified 1r; unit Lt'', ('W or'

The recora, will be expelled fr,thl ! he :,y:,tem only utter the

following requisites have been trat: 1) lhe invoice has been

approved fer paythent the order canceled, and 2) he re-

cord has bon updated for card production or retired to
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the archive file by the library.

Records identified as extended procurement (le' or 'ge

will remain in the system until the order is canceled and

the record retired by the library.

Cancellation of an order will be accomplished by typ-

ing ''cane' onto the screen following the purchase order

number, then UPDATE and SEND, if the cancellation is vendor-

originated, or PRODUCE and SEND, if the library cri,,,jnAte!-;

the cancellation. In response to PRODUCE and Sl]N11, th com-

puter will print a cancellation notice to be mailed to the

vendor.

The system will maintain a Vendor File designed to in-

clude as many addresses as required for each vendor to fa-

cilitate ordering, claiming, and making payment. Commonly

used vendors will be identified by mnemonic codes to limit

typing and to reduce confusion between vendors with slmilan

names. Print-out copies of the Vendor File will be dis-

tributed to Member libraries for reference.

The system will yield four varieties of products: 1)

en-line CRT screen displays, 2) printed forms, 3) eomputrr

print-outs, and 4) punched card rfport.

The product and procedur,, hibk_d )In w;11 b,

ope-rat:Hnal at the time the Teehnica] ing L;TA-:,1

".;ther products, to be Eluded following

mentation, hove been enumeratee on pages 42 to 45.
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ON-LINE SCR= DISPLAYS

...

There will be a separate screen display for each 'on

order' title, each gift title, and each on approval or blan-

ket order-plan. Each record will include data relative to

the processing of that order.

A TPS record will be retrievable by the purchase or-

der number, the OCLC control number, and by author - title

and title search keys. The eomputer will maintain ind,,x..:

required to access the records and the -pecific data with-

in a record needed for reports and 14tings.

The Fund Commitment Register will also Lie displayed

on the CRT screen and will be accessed by the. fund number.

The register will be current according to the latest data

transmitted to the computer.

Another screen display has l)Lun designed for inputing

Account and Fund allocations.

The screen displays are illustrated in Figurer 1, page

5, Figure 11, page 39, andA.Fi-gure 13, page 41.

r

,..
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V> Type: OCLC#: F

*
D> Cat: F

*
14- IP: T

N 1 Auth: th

* D> 2 Titl: tc th

E 3 Edit: F

**C> 4 PFD: T

D> 5 Freq: F

D> 6 Ser: F

D> 7 ISN: F

* D> 8 V013: m

N 9 Cops: F

N 10 R &If: T

Nil Term:

N12 Rnwl:

N 13 Vndr: tb tc

Ni 4 Peic: I

r>15 Acct:

>16 Fund:

# r>17 Pats: fb F

N 18 Rqtr: tb tc F

N 19 Dstn. F

# >20 OrCl: F

>21 Invc: fb to F

D 22 Cost: tb

fi C>23 InCl: F

-r>24 InOK: th F

N 25 2.Replacomeht 3.0-f-f;tcok 4 .0-f-print !).oth-r II'

A

Those items supplied dutomaticilly from a Catalor, record or

other 'CPS record.

Those, itc-a which, if changetl, constitute a new record.

Data that is cc mputer-produced (e: :cept. 17 tb).

The symbols defined above are not part of the -creen display.

FIGI_IRE 1 Screen Di51,lay ":or Tecl,nica1 Processing



Following is a field by field description of the

Screen Display for Technical Processing:

_Type: Type of acquisition. The fol' owing codes will apply:

u - unitary procurement
e - extended procurement

gu - unit gift
ge - extended gift (subscrition)

Cat: Symbols for libraries having the cataloged title.

IP: Symbols for liorarieL having the title in-process.

1 Auth : Author, verified if pw;sible, '4itn the soure,, of

authority identified in subfi,,ld 'h'.

2 Titl: Title, verified if possible, with the source of

authority identified in s._cofield

3 Edit: Edition. Unless a specific edition is entered, the

purchase order will specify latest edition'.

4 PPD: Place; publisher; date of publication.

5 Freq: Frequency.of publication, fc-r subscriptions and

,tanding orders.

6 Ser,: Series.

7 ISN: International standard nurbcr, book or serial.

8 Vols: Specific volume numbers (v.2, '7.7) or the total

volumes (8v.) if the ordcr is f-Yr an c-ntiv,

set.

9 Cops: Number of copies reque:Ac] on one purcha.;e ordur.

tt. , 10 P 0#: "urchase order number. If a library uses only one

range of sequential purchase order numbers, the

number can be assigned automatically by the

computer.
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11 Term: Length of Subscription or contract.

12 Rnwl: Renewal. If no information is recorded in this

field, renewal will be automatic until canceled.

13 Vnar: Vendor. Enter vendor's code name. Subfield 'b'

will be used for a vendor account number and

subfield 'c' will be u,ed for a vendor con-

tract number.

14 Pric: Enter the unit price unless several volumes of a

work are being ordered on a single purchase

order, in which CdS2 record the total pricc

for all volumes ordered on one P.O. The amount

encumbered will,be the recorded price multiplied

by the number of copies, requested on the same

P.O.

15 Acct: If the entire cost of an item is charged against

a single account, only the account number need

be entered in field 15. However, i4f the cost

is divided between two or more accounts, each

account must be input in an 'a' subfield (the

first 'a' subfield code is implicit) followed

by a subfield containing the amount charged

agai:,t that account. (e.g., Acct: SY4i62 tb

$100.00 to 967843 tb 5.50)

16 Fund: Same as above except for fund.



17 Dats: Date of the order will be supplied automatically

by the computer. The date of receipt of the

material ordered will be entered in the 'b'

subfield.

18 Rqtr: The name of the who requested the item.

If more than one person is respon.3ible for

originating a regnyst ,ind each is to be notified

when tne materi1 he.,tme ,Ivuilahle, the :,econd

lime will 1 enterer' in a 'h' More

than one 'b' subfield may be used if required.

The 'c' flu4field will-be reserved for the name

of the donor of a gift.

19 Dstn: Destination. The department or branch library where

the material is to be shelved after processing.

20 OrCl: Order claimed. When the system automatically pro-

duces a claim notice, the date of the claim

will display in this field. If more than one

claim is sent, the date of each will appear.

21 Invc: The invoice number ,will be input when the invoice

is recieved. If the invoice is held for any

red:;on, that inforniii,m will he eniered in

suh:ield 'W. Cvelit initelnation wilt he re-

corded in subfield 'c'.

2? Cost: The actual cost of an item. ,If postage, is funded

separately, the amount of postage will be re-

corded in subfield 'b'.
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(7)4
23 InCl: Invoice claimed. If an invoice has not been re-

ceived within a specified period following re-

ceipt of the material, an automatic claim will

be generated and the date of the Claim will be

displayed.

24 InOK: When an invoice is approved for payment, the date

will be recorded in field 24.

25 Rmks: R,,marf; are intended for internal use only and

will not on the purchase order. To in-

dicate the application of any of the four

specified remarks, replace the number pre-

.. ceding the appropriate remark with an 'x'.

lOther''remarks will have to be typed onto

the screen in full,
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UNITARY'FFC)CU=NT

When a reqruest is received by a library acquisitions

deparment, it will first be searched via the terminal and

elsewhere o determine whether or not the title is already

in the libpeir; or currently on ord-r. Until a library has

completed retrospective conversion of it's holdings to he

sy:tom, it tvill he necessary 1., ',,11:0h the card c- atalog

w('11 I` hi' ,1 11 1 11.1:,e. A :-3r."1"I'C'}'} I If th,, out:ltand ,,r(I,,r

file may alo be required until all orders placed through

the manual cystem have been filled. If the title is already

in the local library, the request will be returned to the

requester unless it is desirable to purchase a duplicate.

After the decision has been made to purchase an item

and the fund ftesignation and vendor have been assigned, the

CRT operator, logged into the TPS mode, will type the author' -

title or title search key. If the work is in the system,

either as a Catalog record or as a TPS record, the usable

data will be displayed on a TPS workform. (S page 5)

'Usable' data includes any or all of the following elament,;)

huthor, title, edition, place, publisher, date of publica-

tion, fro ia..ncy of issue', n, :,t 111.1 foul (1r f(,Hdl

number', number of volumes of a ,('11 ,111(1 the list ',rico.

The data displayed should be carefully examined and

edited where necessary to agree in detail with the work

desired. Changes will be made by inserting addi lonal in-

t.

;



formatidn, or by'deleting or typingJover existing informa-
t,

tion. 1 After making any change in a field, depress'the

ti

ADVANCE LIFE and SEND keyS to communicate the-change to the

computer. a

When the existing-datii is satisfactory, the operator

6
will proceed to enter the data in the other-fields required

fOr the production of .the purchase_ard-fhen SEND each

field,untili the entire order iu completed.t , _- _ )-

i

- If no record is displayed in response,to'cither the

author-title or title search key, the operator{ will request

a workfolM by keying in and proceed to enter and SEND

all pertinent-data:"field by field, until thee order is com-

pleted-, then depress PRODUCE and SEND. In response to the'

PRODUCE command, a multiple copy purehAe order will be pro-

two copies of which willZe sent to the specified
$ f

vendor and the remainingcopies to the requeeAing library.

When there is rio reCordft'in,the data base Cori a title
u ,

being ordered, the source(s) used to verify the author and

title should be entered- in subfield '10.4'of the Ilesp4tive

fields..

The flowchart on the follfiwing pages dnincrates the

actiyi_ky invorVed in unitary pri wIrri.111011 1

Fa-details om the operation of the CRT terminal, refer
to: Cataloging on a Cathode Ray.Tube Terminal, Ohio Col-
lege- Library Center, June 1971,,pp. 11-23.

tr.

Sas

a
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EXTENDED PROCAiiENT 1

Sindevthe terms identifying the 'various types-of.ex-.)

tended procurementolce often_ used Vterchangeably, defini-
A

Uons of the terms as app2ied 'in this decument are given

below. )1'

.

Subscription: an order for a continuing publication

that is 'received more or .less regaarly, nfmally.
.

'more -than once a year, and paid fur in advance

of fulfillment.

Continuation: an order for individual parts of a series

or set to be supplied as published without a par-
.,

chase order bling issued for each,pait. Payment
O'

)

4 is usually made upon receipt ofan item.
. u.

St nding order: an order for allot ttt- forthcoming ..

C-; .- . 4 .
/

publications of &publisher of specialized,mte-
t

trials, such as an associetion,,a school, ol.,
,

a mu-

seum, e.tc. Payment subsequent' to-delivery_ of

the matefial.

On Approval paan: an order for' materials to be suppliod
.

by a vendor ,according to the delimitations and

specifications of the librarY. The'2

are subject ,to'review And return by the library.

Paymal-C foll w s receipt and acceptance ,of the

material.

4

.
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t

Slan.k.et order: an order for Special. ,matertals, to be
. ,

- I.
selected according to t31ie -qualificatioris outlined

1 '
.

by the.liiprac,y,.by, WrendOr"sceing S ibrary's
'

1-

,

le . Returris ar usuafly nofteadbeytable. Pay-,

to . , ,

,

mint- i 4 subsequent to iireeippt,of the "material"_.
h

*I\
%

,
Fjgure 3, !?eginning orl:p-ge 23, illustrates inflowchart
-4'

.

. .

,
form the '4,>!"-ended procurernpnt' pvocedures:fOrtanding.or-

;

;..
, .

''

'der;,. otr ariroviii, orders, and blonket order
.

0 : .
: I,

' . -
%_

Subscriptions
I

'

The
.
order procedure for a 'new: subscription will be

.4, .

virtually the same as described for 'unitary proCurement.
r ..

-,., N.

Certain data-, not* applicable to unitary procurement, will

*

,

be needed for a subscription order: namely, frequency of

issue, length or term of subscription, and renewal infor-

mation.,. Depending upon the policy at the 1.1.rary (and the

0 vendor), a reb iewal may be issued automatically b th ystem

prior to the expiration,d4te or the vepdor7 May 'i4new. auto-

maticqflduntif he receives a notice .to cancel.

After receipt' of the first issue has been acknowiedged

throughTP!-;, to satisfy thQ. :e,e.1 em,th,00 no elaitis required,

subsequent issues will be checked -in and claimed through the
an,

Serials Control System. 1

The TPS record will remain in the system for renewing

and accounting transactions.

t

I

4
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Continuations
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. -, ',,

Agains Theord Rrocedure described 4r unitary pro-
.

,

6 curement will apply for -1"newt.conti tion order .with

1

following exception. If the order is for a-monographic
. .....---

....
series, the series (maih entryal"nd title'or title only)

/

will be entered in fieldWand*2 as author and-title rather

4

than in field 6 as series.

If 'tile individual p9rts received on a continuation op-
.

:

,der bed., some kiiul of sequ&ntial .number.i.ng identification,

each item will be Checked-in and/or claimed throughAe

Serials ContrOl System as a However if the s'ep-

arat\ volumes aPe identified by individual titles, each title

will be searsKi..-A through the system'alt9r the invoice number,

thecost,and the date of,invOice apprival ha4e-been entered.

on the parent continuation rec

If the title is in the data base, the record will be

displayed on the TPS screen. Then if necessary, the oper-

ator.will edit the ddta to.agree with the item received and
a

enter any the,additional information required by the local

library. If the title is not in the systerti% the operator
4

4
Wjl] enter. the mi_nimum data required to identify the item

'N -accurately-and adequately and send each field that i. altered

or add-61-;=:TiiiilATE and SEND will add the record to the TPS
-,

,file. No purchase order will be produced; °The'cost should

not be entered sihce it will be included on the parent record.
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1:4 4

.

1

Aptandinq Orders; On Approyal Orders e Blanket ) Or4ers

2-

0 ,4

When entering standing, on approval, a,nd blanket .orders,

, " t .
..---

f

no preliminaf7 search of the data base is necessary. The
.,

operator will recipes-tit workform, indicate theype of ac7,
.

... .1t,
,,

.

.

. .

,

,.(114/sition, input the./ vendor codo and thename of the order
)- .

plan trl fio1dG 1 ,and 2 tespeCtively, and fill in the othe., ,
ri,

npvvol)riatt. fieltl, beginnin); wirb field 11) on the TPS screen.

s . I ,, /

Nftev ;ac'AV field has been ':;"crit, rDA11: and :-TNI) wilb 4

,

7

A

lir . ........d

add. the record to the TPS file.
v 1

4
J

4.

When materlialsiare receiv d through any of ihese 'plans,

eachititle will b.e searched4VL the CRT and othertfiles to

as certain 1) if the title i.s.,alrea y, in the library, 2) if
1

1

the title'is-in-process or on,order, or 3) if the title is

in the system. Dupi4ates received as part of an (10.4 approval

shipment may be het aside for a decision-to keep or return.

4
If a tftleis

-..

in the system, the data will' be displaN7ed

on the TPS-fCreen. If necessAry theZPexator will edit the

.,-
. data to agree with the item received, enter the additional

.

AI =
, .

A
data reggired by the local library, and send,oach field that

is altered or added, then depres,6 VSDATE_and SEND. No pup--
,

. ctve orde I. w i 11 be .prodAri . Tire e(,):. I :do .1111 ft) t be en t e-tt:ed

.. J-

since it will be included on ;2.1)trent record.
1,-

'

If .the t le is not in the system, te ,operator will

enter th am ,data rewired by the.lob-allibrary

, C t

I

7
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.

-

_he parent order record will be retrievable by the

venclor code or the purchase order num4er. WAen shipment
.

is received, depending on thermal library practice, the

total amount of the invoice minus the.ccst of those items

to to returned will be entered and the invoice approved

for payment, or the-current date will be entered in' -field

21, tb, to indicate(that tbe invoice .is being held and the

invoice will be set aside until the venddr issues (Todit

for the items returned.

GIFTS

4

The ,same procedures described under unitary procure -

,,,ment and under subscrPiptionS' and entinuatioms will apply

for giftS, delpend:Lu upon the natifre,of thesgift. Sinde

no purchase order is required for 'gift' acquisitions,

UPDATE will always by used instead of pRODUCEto add the
rZ

record to the TPS file.

t=
r

-1'



0 4 .

*==-

-23-

a .

Manual

Contract 4ith:_dpedifications
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41-

Cokiuter

4
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.Entif- =le! for

XiTe of -.0rd4n.

pe vendor code
n author'field

Bui' d
TPS
recorki

z

FIGURE 3 Flowchart for ded curem6fi--Standing Orders,
On Approval Ord t and -Blanket Orders ----
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Type name of order
plan in' title field

I Send

Enter P.O. number
(field 10)

Send

Computer

1r

Type term of contract
(field 11)

I, Send

Build
TPS
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En vendor Acct. No.
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FIGURE 3 Flowchart for Procurement: Standing Orders,
On Approval Orders2.and Blanket Orders - Co t'd.
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Manual

dr.

Enter amt. encumbered for
term of contract (field 14)

T
_Enter acct. no- and/or
fund no. (fieldp 15 & 16)

S n

Computer

Send

Entel:, pertinent _remarks
in field 25 under 'other'

Update/Send

'Build
TPS
record

-->

Add
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to TPS
file

FIGURE 3 Flo chart for Extended Procurement: Standing'Orders,
On Approval Orders, and- lanket Orders - Contld.
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Madual

Reteive shipment of
maWials with invoice
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'invoice listing

Search:CRNI' I if, .e..j,t211 i.Lem
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Covuter
)

OR
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FIG RE 3 Flowchart for Extended Procurement: Standing Orders,
On Approval Orders, and Blanket Orders - Contid.
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1

ON,

.

Manual

>

Dof'fl

data dihplayed
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received

Insert, delete
or correct da d

Send each field

. Computer

,Enter additional data
ip appropriate fields

Send .,Ich Iiyld

4"-
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or add
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4Pin TPS
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Ropi.dcf.1

Add to
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ft URE-3 Flowchart for Extended Produrement: Standing Orders,
On Approval Orders, and Blanket Orders - Contd.
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PURCHASE ORDER FORM

A quadrupy-copy pririted ord6r form, similar to the
-

exampl in Figure 4, will be produced automatically by the

compute-T. Two copies of the form will be mailed by the

,
Center direcitly 1:o,the vendor. Instructions will be print-

.

ed, on the back of one copy (Figure 5) And the other, is in-.

tended to 14e returned with the order. The remaining copies

will he sent vo the iibrary origimiting till- order, *to

used as needed.

P.O. %a. Fund -.Pate Vendor ISBN

VIKY- ITC" NOT S:JPPLIED OR REPORTED WITHIN 'DAYS WILL BE CANZELLED

Price

SEND ONE
cqrY
UNLESW
OTHERWISE
INDICATED

ibrary Add re I

ra i / N',14n,"f10!:S ON REViNCE

a.

FIGURE 4 Purchase Order Form
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INSTRUCTICNS 73 VENDOR

GEN:RAL 1. Peturn report slip, with material or ase a report if

,item canript be sent or dellverx will be de ed.

o

I. Send latest edition unless otherwise indicated.

3. Retlort before sending if item is part of a series unless

SERIES is indicated.

4. Report n price before supplying items over 530.00 if

order does not give price.

INIrICINO 5. Exempt from Ohio sales tax. Rev. Cone of 3hio Sec. 5739/02

and frcm all federal taxes.

6. Sqlimit invoice in triplicat-:
Bill together on17 identical,

FUND numbero. Bill in U.S. ,:un'renc7 or state exchange rate.

7. Purchase order number must rph ^tr rd. 411 invoices and

r9rre-.;,.ndence.

SIMPE; A. ht cheayst rt,Ins pr--icst
item is rark*4 RUSH.

9. Mires shipment. n iier;. rre:. IL the

libtari.itAro 9n tu9nt.unle-i ,ni.t -r address is Indicated

unler tu:"

FIGURE 5 Instructions on Verso bf Order Form

CLAIM NOTIa (

,-- 0, .

,.\

. Cla m notices will be produced automatically by the

;p4uter according to pre - determined cjaim cycles. -OCLC

will establ'sh a claim cycle for each vendor, depaxid'ng ia
;

part upon he geographic location f the vendor. E ch Mem- .

ber library will decide on the number of clatims to be sent -'

4
1 -"").

for that library. It will also be possible to initiate

manuallY-,_ as well as to uuppress the automatic clajm

function. To initiate a clan!l mutually, the duty willbe

typed in field 20 on the TPS screen, then PRODUCE and SEiTD.

to suppress anNautomatic claim, 'nc' will be typed in iild

20, then UPDATE and SEND.

Claim will be sent for items ordered bknOt received
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0

....,

. within the specified period of time, and also for overdue

invoices for items already received. Illustrations.of the

claim notice and the vendor reply forT to be printed on the

back of the claim noticWare shown in Figures 6 and

the following pages.

REQUESTER NOTICE

Requester notices will be sent regularly to the libra.--

.ies that desire them, for tlistribution to the requestort;.

. Each title, for which the requester has asked to be notifies,

will be.listed qn the notice, along with the processing sta-

tus of each title. The notice will be patterned after the'
#

sed at Yale University Library that is shon in Figure

3;15r1 page 34.

PUNCHED CARDS

When an invoice is approved for payment via the termi-

nal, the computer will, produce punched cards for thise in

stitaions with automated purchasing departments. The-Cards

will be4sent directly from OCLC to the purchasing department

of the institution concerned, thus eliminating the to

sent the invoices for manual keypunching.
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4 L.

FINANCIAL REPORTS

Ir

The following reports will be computer-produced on a

'regular basis for each library.

1. Fund Commitment Register.

2. Fund Commitment Register Summary

3.SUmmary by Institution Account

'4. Report of Exhausted or Overcommitted Funds

5. Tnvoice Transaction,Journal

A Foreign Conversion Table wiel-automatically convert

foreign monies to U.S. dollars. Periodlcally the table will

be updated to bring it into accord with current exchange

rates.
i .

,

'According to its option, a library will receive any or

all of the Waisted reports, that are briefly described below.

The Fund C itment Reis er will lift detailed trans-

acti ls tallied a ainst each fund during the period covered

by the report. The format of the print-out is illustrated

in Figure 9, page 37.

The Fund Commitment -R inter_ Summary will show only the

summarized transactions by und. This summary will be dis-

played on tUe CRT screen inpesPonse to keying in the fund

number plus DISPLAY RECD 4,SEND. The screen diGplay is

illustrated in Figure 11. The print-out will assume the

format shown in Figure lOs page 38.



-36-

f

The Summary by Institution Account Will be similar to

the Fund Commitment Register Summary but will be by account

rather than 'und. The screen display will beretr_eved in
8

response to the account number, DISPLAY REC'D'and SEND.

The Report of Exhausted or Overcommitted Funds will list

each fund that is more than-80% committed with the amount

allocated and the amount committed to date. In addition to

the pr ted report, the system will displr-v a warnin,,,

screen when ail operator keys in n fund d4,-;ignation for or-

der thdt will overcommit that fund. If a library, so de:;ii,es,

the system will reject any order assigned to a fund that is

filly committed.

The Invoice Transaction Journal will lister nder the

appropriate account and fund numbers, and arranged by vendW,

each invoice number, the date paid, and the amount paid. S..e

re 127-page 40, for an example'of the print-out format.

INPUTING ALLOCATIONS

To enter new allocations at tiq, beginning of the fiscal

yorir,/lio operator will request an allncation- 'm (tat.' )

and type in the period covered Icy 1 1t 1 1 oc i t i on ho

nviber, and the fund number, followed by the amount allocated.

UPDATE and SEND wilAtommun'icate this data to the 6,1C'Steiri'-

The screen diAlay for this transaction is shown in Figure

13, page 41.

ft)
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FIGURE 13 Screen Display for Inputing Allocations
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,SUBSEQUENT PRODUCL
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the following products will not be available at the

time the Technical Pro5aSsing System is implemented but

will be added as soon as possible follotaing.#plementation.

The first group listed will be issued:regularly to those

ibraries that request them. The.second group will be pro-

duced upon demand from the system.

Group I:

a

Delayedts will be addresed to the

supervisors of the various departments to which'they apply..
.

A maximum time period 11 be established for a title yo

remain in a given p Aessing area before the computer.pro-

duces a-report that completion of the processing for that

particular item is overdue.

List of Books Ready for Requesters will'be issued to

the circulation departments periodically. The requester

listed will bee-those who asked for a particular title after

another person had already requested it. The first reques-

ter's originar request'will be with the item when it goo-!:,

to the circulation department. Circulation will u.. thv

list of names'as a reserve list for subsequent lending

the materials.



RECOMMENDED STANDARDS FOR THE CATALOGING OF SERIALS
I

Accompanying each field is/the 'Committee's recommendation for

11

the pplication of that field in the OCLC Serials Control System.
Def itions of the terms used are as folrows:

F

May 1972

Mandatory ieid or subfield should always be in-
put, if applicable to the work being
cataloged,'whether or not C copy or
some other similar source o informa-
tion is available.

Required if available Field or subfield should be input, if
available from LC copy or some other
similar source of information. If
such a source is not available, input -

is optional.

Optional

Omit

Field or subfield may be input at the
discretion of the individual library.

Frelt or subfield should not be input.

Unless there is a recommendation to the contrary, it is assumed
that, if a field is used, the relevant subfields defined for that
field in Serials - A MARC Format are required.

Field Name of Data Element

Fixed Fields

008
#1 Date entered on file

#2 Publication status
c - current
d - dead
u - unknown

#3 Beinning year of publication

#4

#5-

#6

Ending,year of publication

Country of publication code

Frequency

1

ecommendations & Comments

Will be supplied auto-
matically.

Will default to 'c', other-
wise must be input expli-
citly. Recommend adding
status 's' for suspended.

Will be entered in field
382 and automatically trans-
ferred to fixed field.

Same as above.

Omit. '

Mandatory.
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RECOMMENDED STANDAIDS

Field Name of Data Eiemnt

-2-

005
#7 Regularity

- regular
n - normalized irregular
x - completely irregular

#9 Type of serial designator
- nohe listed below

p - periodical
m - monographic series
n - newspaper

. '

#10, Physical medium designator

#11 Form of reproduction
. 1S - not a reproduction

a - microfilm
b - microfiche
c - microopaoNe
d - large-print

#12 Form of content

#13 Government publication
designator

#11;

#14 Conference publication
designator

Title page availability

Index availability

Cummulative index availability

Title as it appears on the
piece designator

#20 Language code

1 \

#21 Modified record designator
t - record not modified
x Modified becadse of non-
-* roman characters etc.

d - modified because'of
dashed-on entry

s - shortened record

f.

#22 Cataloging source code

May 1972

Recommendations S Comments

Mandatory.

Mandatory.

Required if available..

Omit in Catalog record.
Enter in local Check-in
record.

Omit.

Required if available.

Omit

Required if available.

Required if available.

Omit.

Omit

Mandatory. Will default
to English..

Mandatory.

Automatic..
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RECOMMENDED STANDARDS May 1972

Field Name of Data .Element Recommendations & Comments

Variable Fields

! 010 LC card number Required if available and
if LC copy is source of
cataloging.

015 National biblio r phic number Omit.

n22 Standard serial number Omit for the present.

025 Overseas acquisition number Omit.

030 Coden Omit.

035 Local system number Omit.

° 040 :Cataloging source Automatic.

f° 041 .Languages of t41ct if multi- Mandator.y.
lingual, or language of text
followed by language of orig-
inal if translation

043 Geographic area code Omit.

049 Holding library Mandatory. Will default to
main library. .

050 LC call number Required if available. Ih-
put only if it-is clear where
'#' should be placed.

051 LC copy statement

060 NLM call number Optional. Same qualifica-
tion as for LC call number.

061 1NLM copy statem4t Omit.

070 NAL call number Omit. -

071 NAL copy statement Omit.

072 NAL subject category number Omit.

080 UDC number Omit.

082 DDC number Required if available.

See page 8 for explanation of symbols.
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RECOMMENDED STANDARDS May 1972

Field Name of Data Element

086 U.S. Supt. of Docs.
classifisation number'

Local LC call number

Loca'\ Dewey call number

Main entry - personal name

osd

092

!* 100

!*

!* 111

!* 130

!* 200'

Main entry - corporate name.

Main entry - conference name

Main entry - uniform title

Title as it appears on.,the piece

210 Abbreviated entry
-

240

!* 24$

!* 246

!* 247

Uniform title

Full title

Varying forms of title

Former titles

See page 8 for explanation of symbols.

Recommendations & Comments

Required if available.

Optional.

Optional.

Marie-tory. (*e is required)

Mandatory.

Mandatory. (4 is optional)

Mandatory.

Mandatory if different from
245 or lxx + 245. Recommend-
addinefirst indicator!

0 - Note; no title added
entry

1 - Note; title added entry
2 - No note; no title added

entry

Omit for the present. Recon-
sider if list of Standard
Abbreviated Forme becomes
a reality.

Required if available.

Mandatory, (*b and *c are
required if available)

Mandatory. Recommend addi
tional option in first indi-
cator:

0 - Note; no title added
entry

1 - Note; title added entry
2 - No note; no title added

entry

Mandatory for those serials
entered entirely under the
latest. title. For former
titles with separate record
use 780.
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RECOMMENDED STANDARDS May 1972

Field Name of Data Element Recommendations & Comments

250-- Edition statement Mandatory.
3

260 Imprint Mandatory. Date will not be
entered in 260 unless it is
different from date in 362.

265 Subscription address Omit. Will be in TPS record.

300 Collation Required if available. (tb
and tc are required if avail-
able)

310 Frequency Optional if 008, #7 is 'r',
otherwise mandatory.

320 Current frequency control Omit.

° 321 Former frequency Required if available.

° 330 Publication pattern Required if available.

o-331 Former publication pattern Required if available.

350

362

Subscription pricg

Dates & volume designations

Omit. Will be in TPS record.

Required if available. First
indicator t prints following
the title; 1 prints as a note.

400 r Series statement - personal
name/title (traced)

Required if available. ( to
is required if available)

* 410 Series statement - corporate
name title (tro.ced)

Required if available.

* 411 Series statement - conference/
title (traced)

Required if available. (4
is optional)

* 440 Series statement - title Required if ztvailable.
°(traced)

490 Series statement - untraced
or traced differently

Mandatory if no other 4xx-
field is used for series.

500 General notes Optional.

506 Limited use note Omit.

See page 8 for explanation of symbols.
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RECOMMCQZpSTAbARbS

a

May 1972

Field Name of D tajlement Recommendations & Comments

510 Indexing & abstracting Optional.
,covesnage

515 Note for explanation of .dates,
volumes, etc.

Required if available.

520. Abstract or annotation note Optional.

'525 Supplement note Required if available.

530 Additional physical forms note Omit.
0

546 Language note Optional.

547 Former title note (complexity) Mandatory when informat4on
is,too complex for an intel-
ligible note to be generated
from 247.

550 Issuing body note Required if available.

555 Cumulative indexes Required if available.

570 Editor note Optional.

580 Linking entry notes Optional.
(complexities)

600 Subject heading - personal name Mandatory.

610 Subject heading - corporate
name

Mandatory.

41.

6'11 Subject heading - conference Mandatory. ($g is optional)

630 ,Subject heading - uniform title Mandatory.

650 Subject heading - topical Mandatory.

651 Subject heading - geographic Mandatory.

690 Local subject headings -
topical

Optional-.

.691 Local subject headings -
geographic

Optional.

I



RECOMMENDED

Field

STANDARDS

Name of Data Element

May 1972

Recommendations & Comments

700

.710

711

730

Added entry - personal name

Added entry - corporate name

Added entry - conference

Added entry - uniform title

Required if available. (te
is required if available) '

Required if available.

Required ie available. ( tg
is optional)

Required if available.

760 Main entry series Mandatory. Print constant
should be 'subseries of'.

762 Subseries entry Optional.

-765 Original language entry Required if available.

767 Translation entry Optional.

770 Supplement/special issue entry Optional.

/72 Pardnt record entry Optional.

775 Other editions available entry Optional.

7.76 Other physical forms available Optional:*

777 'Issued-with' entry Mandatory.

780 Preceding entry(s) Mandatory.

785 Succeeding entry(s) Mandatory,

787 Linking entry - non-specific Optional.

800 Series added entry - personal .

name
Optional. (te is required if
available)

810. Series added entry - ccihorate
name

Optional.

811 Series added entry - conference Optional. (tg if optional)

840 Series'added entry - title Optional.

850 Holdings Omit. Recorded elsewhere.
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\ RECOMMENDED STANDARDS May 1972

Below is'anxPlanation of the symbols that appear in the
.

left margin on-preceding pages 3, 4, and 5.

An added entry tracing and heading may be generated by,
an indicator in this field.

.,

Data in this field will not be' printed.

! Data in this field will be used for on-line recor, re-
trieval, although'the capability may not be available
at the time the system is implemented. A

,-i

.

The data elements in the fixed fields will not print; the
elements in 008 will display.

If no sythbol appears before a,yatiable fietld tag, i t is a
printing field, but will not be used for record retrieval or
to generate an added entry tracing and heading (except 6xx, 7xx
and 8xx, which are added\6ntry fields).

- V

Fields to be omitted from the record have not been otherwise
marked. 4
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STANDARDS FOR ME CATALOGING

2 June 1972

At .the- 17tMay Membership meting the Representatives

unanimously adopted the following Standards for Input Catalog-,

.ihg. These Standards we-.7e foriulaird by the Advisory Comnittee

tataloging in p series of meetings held between Member

1971 and April 1972.

is -series of meetings ;has 'held to discuss methods by which

the quality of input cat aloging-beuld be improved while maintain-

ing input costs at the Uast possible morel. The Caimittee

memimrS attempted to reach agreement as to the minims acceptable

content of an input record.' The goal toward which it worked.was

en increase in the towl5atibility of records input by different

libr yes so that records input by one can.be used by others with

a-mikimmr Ault cyf checking and changing.

MeAuideline directing the discussion ias agreement that LC

practice should be -followed in so far as that 'practice can be

determined by a locall*brary following its own policies as to

trerificaticni. It was recognized that libraries receiving- proof
,

1614) 2-1500,

ti
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slips and the National Union Catalog are in a better positioh

to ascertain Library of Congress practice than are libraries

lacking such bibliographic resources,

When Library of Congress practice cannot be detenntmmd, the

Anglo-American Cataloging '.ales (AACR) should be followed.

Staff members from the following libraries worked on the,

reparation of these Standatds: Antioch College, Bowling Green

State University, Case Westtrn Reserve UniversitK Cleveland

State,Unirrsity, The College of Wooster, Heidelberg College,

Hiram College, Kent State University, Miami University, Oberlin

College, Ohio State University, Ohio University, Ohio Wesleyan

University, University a Cincinnati, University of Toledo, Walsh'

College, and Wright State University.

This Introduction does not form part of the Standards adopted

by the Representatives.

a
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DEFINITIONS

The Committee's recommendation is attached to each field or sub-

field discuAsed in the following pages. -Definitions of the terms

used are as follows:

Mandatory Field or subfield should always be
input, if applicable to the work
being cataloged, whether or not LC
copy or sane other similar source
of information is available.

Required if available- Field or subfield should be input

,if available from LC copy or. same

other similar source of information.
If such a source is not available,
input is optional.

Optional Field.or subfield may be-input at
the discretion of the individual
library.

Omit Field or subfield should not be

input."

A tabular summary of the Standards appears-on pages 18-28 where

recommendations are given on both the field and subfield level.

Sometimes a field may be listeceas 'Optional' while'some of its sub-

fields are 'Mandatory'. This means that a library is free to-.

Choose whether or not it wants to input that field but that once having

Chosen to do so', it should input those subfields if they are applicably'.

FIXED FIELDS

The following elements are hOW displayed in the Fixed Field area of

the terminal screen:

OCLC control number

Cataloging source



etc.

Type of record, e.g.,1 Printed langdzge material, Printed score

Intellectual level, Non-Juvenile ovJuvenile.

Bibliographic level, e.g., Monograph or .Serial.

Form of reproducti ' e.g., Not a reproduction, Microfilms, etc.

Language, e.g., lish French, Latin, etc.

'( International itandard Book Number (ISBN) Omit

LC card num5er Required if available

The first two elements are,autonatically provided by the system.

Defaults, which may be overridden by a terminal user, are provided for

the next five elements. The example given first and underlined for

each of'these fide elements in the above list is the default for that

element.

The Committee decided that, for the present, until more knowledge

is available as to the amount of use that will be made of the ISBN, the

ISBN should be omitted in input cataloging.

Need was expressed for more detailed language information than is

available in the Fixed Field area which can accept only one language

code: (See 041 Field onlbottom p. 4)

VARIABLE LENGTH FIELDS

041 or Language Field Mandatory

This field is Mandatory if the work is multilingual or is a transla-

tion. Since the 041 is not a printing field, any language information

4*

which should be printed would have to be repeated in a note (500 field).

The use of the 041 field will be described in a future issue of the

Newsletter.

%
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049 or Local Holdings Field Mandatory
,

This field is not yet fully operational and has not been fully

defined. The indicators are not yet operational. Holding library

symbols and stwaps required for the work being cataloged are Mandatory.

050 or LC Cajl. Number Field Required if available

It was recommended that LC libraries it LC call numbers withoNt

verification when such numbers are available from the bibliographic

source being used to provide the input data. Since Dewey libraries

would have difficulty delimiting the book number in LC call numbers,

such Jibraries are asked to input the 050 field only.when they are i

certain that the call numbers is so simple as to offer no problem..

Call numbers with more.than one cutter number are difficutt4lid should

not be input y 'Dewey libraries.

The fir t indicator in this.field shows Whether-or not the Library

of Congress has this work. If LC copy is being used as the source of

the cataloging data, the assumption is that the work is in LC unless

the copy is. the result of the shared cataloging program. This indicator

is required if available.

060 or NLM Call Number Field Optional

NLM call numbers should be input for the use of the Ohio medical

libraries which are considering joining OCLC. This field should be

input, however, only if the,inputing library is confident it knows how

to delimit the class number from the book number.

070 or NAL Call Number Field Omit
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082 or Dewey Class. Number Field Required if available

this field offers no delimiting problems since it consists of an

'a' subfield

or Superintendent of Documents Class Number

Required if available
vri

'Since the 086 is not a printing field, libraries that wish the

SuDocs number to be printed on their catalog cards should repeat it in

a note (500 field).

100 or Personal Name Main Entry Field
F

Mandatory

All subfields defined by the MARC Development Office thru the 4th

edition of Books: A MARC Format are Mandatory except that the 'e' or

'Relator' subfield is Required if available rather than Mandatory.

Subfields first defined in the 5th edition are Optional. (See pp. 18 ff)

LC practice should be

of input. If LC copy for

library should verify the

followed if LC copy is available at the time

the work is not available, the inputing

author and use the latest LC.form of name.

It was emphasized that LC practice should be followed even if, for

example, the inputing libtary knows information such as a birth date

or full forename when the Library of Congress had omitted the date or

used only initials. Death dates can be freely inserted if the birth

dale is present. OCLC will try to work out a procedure by which

information not used by LC can be input while at the same time making

it clear which information emanates from LC and which does not.

110 or Corporate Name Main Entry Field Mandatory

The 'a', 'b', 'k', and 't' subfields are Maratory. The 'e' or

'Relator' subfield is Required if available.



7

The additional subfields first defined in the 5th, edition of

Books: A MARC Format are Optional except for the 'u' or 'Nonprinting'

subfield which should be Omitted.

111 or Meeting Name Main Entry Field Mandatory

All subfields are Mandatory except for the 'g' or 'Miscellaneous

information' subfield which is Optional as are the additional sup -

fields first defined in the 5th edition.

130 or Uniform Ti Main Entry Field Mandatory

The 'a' and subfields are Mandatory as is the 'k' or 'Form

subheading' subfield first defined in the 5th edition. The other sub-
s

fields first defined in the 5th edition are Optional.

240 or Uniform Title Field Required tf available

Libraries that wish to do so are free to search to establish a

uniform title not immediately available. If the uniform title being

input is available somewhere on printed LC copy being used as a

source, the first indicator should be set to '1'. Otherwise, the

first indicator should be set to '0'.

The second indicator in the 240, 241, 245, 440, and 840 fields is

provided by MARC but not used by OCLC. When doing input 7ataloging,

OCLC Members should leave this indicator position blank.

241 or Ramaniz&d Title Field Optional

245 or Title Field Mandatory

'a' or 'Short Title' Subfield Mandatory

'b' or 'Remainder of Title' Subfield

'c' or 'Remainder of Title-Page' Subfield

Mandatory

Mandator
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b*.

The libraries represented at the 9 May meeting of Catalog Depart-

ment staffs requested that all subfields of the 245 field be Mandatory.

The only negative vote was cast by Wight State which preferred that

the 'b' and 'c' subfields be Required if available-rather than

Mandatory.

Det inatiowas.to whether the first indicator should be set to

'0' (ti e not traced) or '1' (title traced) should be made by the

inputing library according to its ownpraciice if it is doing original

cataloging. Otherwise, the practice used on the LC source document

should be followed.

'250 or Edition Field Mandatory

'a' or 'Edition Statement' Subfield Mandatory

'b' or 'Additional information' Subfield Required if available

260 or Imprint Field Mandatory

The Committee discussed the question of which date, copyright or

printing, should,be input in the 'c' subfield. If the record being

input is based on LC copy, that copy should,be followed. If original

cataloging is being input, the practides of theinputing library

should be followed. Every attempt should be made to make it clear

which date is being used through such means as a 'c' before a copy-

right date or a note showing the printing history of the work.

300 or Collation Field

'a' or 'Paging' Subfield

Mandatory

Mandatory,

The Committee recommended that preliminary paging as well as the

main group of pages should be shown in this subfield. It was also
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recommended that the British policy of including plates in the 4a'

subfield should be followed as LC is thinking of adopting this

practice.

'b' or 'Illustration' Subfield Required if available

'c' or 'Height' Subfield Required if available

350 or BibliOgraphic Price Field Qmit

400 or Personal Name Series Note (Traced) Required if available

If the 400 field is used; all subfields defined thru the 4th

edition of Books: A MARC Format are Mandatory except for the 'e' sub-

field which is Required if available. Subfields first defined in the

5th edition are Optional:

410 or Corporate Name Series Note (Traced)
g`

Required if available

If the 410 field is used, all subfields are Mandatory with the

following exceptions: the 'e' subfield is Required if available and

those s elds firit defined in the 5th edition aie,Otpional except

for th 'u'

411 or Confer

If the 4

the 'g' or

defined in th

field which is to be Omitted:

ce Name-Series Note 'Traced Required if available

1 field is used, all subfields are Mandatory except for

iscellaneous in

5th editio all o

440 or Title Seri

tion' subfield and the subfields first

which are Optional.

ote CT aced) Required if available

If the 440 field is used, 11 subfields are Mandatory.

The 400, 410, 411, and 440 fields serve two purposes: to provlde

a series note and to generate automatically a series tracing. A

series note must be provided if the work being cataloged belongs to a

t

111
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series. If the series tracing iionot desired, a 490 field should

be input in place of a 400, 410, 411, or 440 field. The series

tracing need be input only if it is available on'the LC cataloging

source copy, or', in original cataloging,\if the inputing library

wishes to use it.

490 or Series Untraced or Traced Differently field Mandatory

If the work being cataloged is in a series end no 400, 410, 411,

or 440 field is provided, a 490 field is Mandatory.

All information in this field is in the 'a' subfield and no

distinction is made for volume information as a 490 field is not

usedras a heading. (But see the 8xx fields on p. 16 & 17)

The sole purpose of the first indicator in this field is to alert

one to the existence of a related 8xx field. If the inputing library

'does not wish to trace the series in a related 8xx field, even if the

Library of Congress does so, the first indicator should be set to`

'0'. Other libraries that subsequently use the record will have the

option of inputing any 8xx fields that they desire.

500 or General Note Field Optional

The inputing library may input as. many notes as it needs.

501 or 'Bound with' Note Field Omit

This field applies only to the holdings of the Library of Congress.

'Bound with' notes that apply to a local inputing library should be

tagged 590. OCLC is discussing with the Library of Congress the

possibility drusing an indicator to differentiate a 'Bound'with' note

from a 'With, as issued,' note since the latter would apply to all
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copies of a work while the former would not. At present, all 'With,

as 4ssued,' notes should be-tagged 500.

502.or Dissertation Note Field Optional

503 or Bibliographic History Note Field Omit

Any information that might have gone into this field should be

put in a 500 field.

504 or Bibliography Note Field Required if availa0e

505 or Contents Note Field Optional

Members, when doing original cataloging, should be free to follow

their own policy about inputing contentt notes. If following LC

cataloging copy, Members are asked to input such notes unless the

notes are very long. If LC lacks store volumes which the inputing

librAry possesses, the inputing library is asked to enter its

volumes.

It must be emphasized that the Contents note prints only when

the first indicator is set at either zero (Full Contents) or '2'

(Partial Contents). These two indicator` states show that the Library

of Congress has the complete work_although it may have decided to,

list only Partial Contents (indicator '2'). If the Library of

.Congress has an\incamplete set at the time of cataloging, the

indicator is set at '1' and the Incomplete Contents Note is not

printed by OCLC on the assumption that the exact volumes held by EC

are not necessarily held by other libraries.

520 or Abstract or Annotation Field Required if available

This field is provided only for juvenile works.
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590 or Local Note Field tional

This field is to be used by the inputing library for notes that

apply to its copy of the work only. Local 'Bouild with' notes that

are unique to the co held by-the inputing library are input in this

field. 590 fields do of became part of the Catalog Record File and

do not display on the terminal screen. Binding notes that apply to

all copies of a work should be.tagged 500.

600 or'Personal Name Subject Held Mandatary

All subfields defined thru the 4th edition of Books: A MARC

Format and Mandatory except the 'e' subfield which is Required if

available. See the,relevant portion under Field 100 for a discussion

of the 'd' or 'date' subfield.

The second indicator should be provided as follows:

'0' should be used if the heading has been verified as an

authorized LC heading.

'1' should be used if the work being cataloged is a juvenile and

the heading is an Annotated Card Program heading.

'2' should be used if LC copy is being followed and it contains

an NIN subject-heading. MeMbers are being asked to provide medical

headings for the use of medic libraries that are considering join-

ing OCLC.

'3' should not be used as we have no members interested in

National Agricultural Library subject headings. If such headings

are found! on LC printed copy being used as a cataloging source, ttley

may be omitted.
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'4' should be used as follows: a) if the heading in question is

thought to be an LC heading buttthe inputing library has made no

attempt to verify that it actually is, b) if the inputing library

has tried but been unable to verify the ding; and c) for LC-like

subject heading3 that are not synonyms for isting/K subject head-

ings. The cross-references in the List of Sub ect Headi ... should

be checked to establish synonymy. If such propbsed headings conflict

with established LC headings or cross-references to such headings,

they must be put in a 69x field. If in doubt, put in 690 or 691.

The Committee recommended that an option be set up by which each

library could decide whether or not it wanted headings with indicators

'1', '2', or '4', to print on its catalog)cards along with headings

with indicator '0'. Even if a library chose not to get headings with

indicator '4' it would be able to get such headings when it. is the

'Cataloging Source for the record.

610 or Corporate Name Subject Field Mandatory

The discussion about indicators in the 600 field applies to the

610 field as well 4:

All the subfields defined thruthe 4th edition of Books: A MARC

Format are Mandatdry except tie or 'Relator' subfield which is \

Required if available. The additional subfields first described in

the 5th edition are Optional except for the 'u' or 'nonprinting'

subfield which is to be Omitted.

611 or Meeting Name Subject Field Mandatory

The discussion about indicators in the 600 field applies to the

611 field as well.
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All subfields are Mandatory except for the 'gOr 'Miscellaneous

_ .

info imation' subfield and the subfields first.defined in the Sth

edition, all of which are Optional.

630 or Uniform Title Subj ct Field Mandatory
.

The discussion about indicators in the 600 field applies to the

630 field as well.

The subfield odes defined thru the 4th edition are Mandatory as

.
. k.,

is 'the 'k' or 'Form subheading' subfield defined in the Sth edition.

All other subfields first defined in the Sth edition are to be Optional.

650 or Topical Subject Field Mandatory

The discussion about indicators in the 600 field applies to the

650 field as well..

All subfields are Mandatory.

Standard scientific nomenclature should be input in this field.

%
The indicator should be set to '0' even if specific'LC authority is

lacking since the List of Subject Headings... does not. contain all

such terms used in the 'catalogs of the Library of Congrpss.

651 or Geographic N-,le_Sqbject Field Mandatory

The discyssion about indicators in the 600 field'applies to the

651 field as well.

All subfields are Mandatory. The 'b' subfield is used for'nams

of neighborhoods or other non-governmental subdivisions of a geographic

entity. One txample would be 'Chicago._Kenwouut where Chicago' wouldr

go in the 'a' subfield and 'Kenw od' would be in the '11' subfield.
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690 or Local Subject Field (Topical) Optional

All ion-LC-like topiCal subject headings that an iiputing library

wishes to use must be put in a 090 field. This field is not part of

the, Catalog Record File and is not displayed on the terminal screen.

691 or Local Subject - Field (Geographic) , Optional

p

All non ;like geographic s,.bject hepdings that. an inputing

4brary wishes to use must be input in a 691'field. --This field is

not 'art,of.the, Catalog.Record File and is not displayed on the

terminal screen.

The Committee discussed the use of second-indicator in the

7xx field& since it is,often difficult to decide whether an added

entry is an'alternative or a secondary entry, It,las'clecided that

this distinction n6 value only for a- book catalog and that Members

may use the'indicatar '0' (Alternative, entry) consistently for all 7xx

fields unless the entry is definitely analytic'when the indicator '2'

would be used. Of-course, Members are free tc use the indicator

if they so wish.

700 or Personal Name Added Entry Field Required available

If a 700 field is used, all subfields defined titru thv 4th edition

of Books: A MARC Format are Mandatory except for the 'e' or 'Relator'

subfield whit: is Required if available. The 11:0,or 'Nonprinting'

subfield which was, originally defined for this field is no longer

defined for it and should therefore never be input. The additional
.

subfields first defined n the 5th edition are Optional.

a
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710 or Corporte Name Added Entry Field Required if available

All subfiel.ds defined thru the 4th-edition are- 11andatoty if a 710

1\

,

field is used. The exceptions are the 'e' pr Relator' subfield

which .s Requir if available and the 'Ll' or 'Nonprinting' subfield

which is to be Omntted. The additional subfields first defined in the
.---

5th edition are Optional.,-'''

a711orConfermOriceameAddedEnt
Required if available

All subfields 4fined thru the 4th edition are Mandatory if a 711

field is used. The exceptions are the 'g' or 'Miscellaneous informa-

tion' subfield which is Optional. and the 'u' or 'Nonprintinesubfield

which is no longer fined and shduld therefore never be used., The

- additional subfields first defined in the 5th edition are Optional.

_ 730 or Uniform Title Added Ent Required if available

The subfield code defined thru the 4th edition are-,Mandatory if

a 730 fieids used a is the 'k' or 'Form subheading' subfield

defined in the 5th ed tioi. All othl subfields first defined in the

5t1 edition are Opt -1.

740 or Titte=.1fi-Diff rent-Form Added Ent Required if available

The question are.e as to what value the second indicator has in a

740-field. The Development Office now believes that the indicat9r

fis redundant in a 7:1 field and was established only to bring about

uniformity among a 1 7xx fields. OCLC Members are free to use either

a '0' or a '2' as d scribed on p. 15.

°xx ies Added Ent ies Fields Optional

If an 8xx field i used, the indicators and subfield codes defined

thru the 4th edition o' &oks: A MARC Format are Mandatory.



17

The Committee suggested that as a labor-saving device all series

notes should be put in the form in which the tracing is to be made

and tagged 400, 410, 411, or 440, thus obviating the need for an 8xx

field. The Committee is aware that thi/practice is contrary to

AACR. Members who do not wish to follow this practice are free to

ccntinue using the 490 and appropriate 8xx fields df they so desire.

910 or User '-tion Field Optional

This field prints.on the bottom line of the card to the left of

the rodhole and contains a maximum of twenty-two characters. The

call number on a unit or 'xi card prints in this area.

Some Members have asked OCLC to print certain types of informa-
,

tion automatically in this area on some, or all cards for all records.

When this automatic insertion is programmed, the library in question

has no need to use a 910 field. Where the information to be input

varies from record to record according to some pattern that cannot be

programmed, the inputing library provides the igormation for a

particular record in a 910 field. No indicators or subfield codes are

required.
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VARIABLE FIELD TAGS

SUBFIELD CODES RECCMMENDATIONS

Bibliographic Control Numbers

015 National Bibliography IlLmber *a

025. Overseas acquisitions number ta

041 Languages

9

First indicator:

0 Multilanguage
TranSlation

043 Geographic area code-

049 Holdings

Knowledge numbers

050 LC call number

051 LC copy statement

060 NLM call number

070 NAL call number

a Codes for
languages of
text or its
translation

ft Codes for
languages of
summaries

+a

ia Holding
library

First indicator: *a LC class

0 Book is in LC , number

1 Book is not in LC lb Book no.

082 Dewey decimal-classification number

086 Supt. of Docs.Aiassification number

090 Local call number (LC)

092 Local call number (Dewey)

4

Omit

Omit

Mandatory

Mandatory

Omit

Mandatory

Required if available

Required if available

*a Omit
lb Omit
IC Omit

*a NLM class Optional
number

lb Book no. Optional

*a tinit

It) Omit

*a DDC no. -Required if available

*a SuDocs no. Required if available

*a LC class no. Optional
Ib Book number Optional

*a Dewey class Optional
number

0.Book number Optional
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TAG NAME INDICATORS SUBFIELD-CODES

Main Entry

100 Personal name
Mandatory

110 Corporate came
Mandatory

111 Conference or
meeting
- Mandatory

* Subfield

First indicator:
0 Forename
1 Single surname
2 Multiple surname
3 Name of family
Second indicator:
0 m.e. isnot subject
1 m.e. is subject

*
*

*

First indicator:
0 Surname (inverted)
1 Place or place

plus name
2 Name (direct order)
Second indicator:
0 m.e. is not subj.
1 m.e. is subject

*

*

*

*

*

First indicator:
0 Surname (inverted)
1 - Place or place

plus name
2 Name (direct order)
Second indicator:
0 m.e. is not subj.
1 m.e. is subject

*a
*b
*c

+d

*e
*k

*t

+1

*f

#13

Name
Numeration
Titles &
other words
associated
with name
Date
Relator
Form sub-
heading
Title (of
work)

Language
Date (of
work)
Part (of
work)

*a Name
*b Each subor-

dinate unit
*e Relator .

*k Form sub-
heading

+t Title (of

i.ork)

*u Nonprinting
*1 Language
*p Part (of work)
If Date (of work)
*g Miscellaneous

*a Name
*b Number
*c Place
td Date
*e Subordinate

unit in name
*g Miscellaneous
*k Form sub-

heading
It Title (of

work)
Publication
date
Language
Part (of w k)

* *f

* 1
* tp

first defined in 5th edition of Books: A MARC Format.

RECORADIDATIONS

Mandatory
Mandatory
Mandatory

Mandatory
Required if available
Mandatory

Mandatory

Optional
Optional

Optional

Mandatory
Mandatory

Required if available
Mandatory

Mandatory

Omit
Optional
Optional
Optional
Optidnal

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mandatory

Mandatory

1972.

Optional

Optional
Optional.



TAG NAME

Main Entry

130 Uniform title
Heading

Mandatory

Supplied Titles

240 Uniform title
Required if
available

241 Romanized title
Optional

Title Paragraph-

245 Title
Mandatory

250 Edition statement
Mandatory

260 Imprint
Mandatory

INDICATORS

First indicator:

$ Blank
Second indicator:
0 m.e. is not

subject
1 m.e. is subject

First indicator:

0 Not printed on,
LC cards

1 Printed on LC

cards
Second indicator:
0 to 9 nonfiling
characters
(Omit)

Indicators same as
for 240 field

First indicator:

0 No title added
entry

1 Title added entry
Second indicator:
0 to 9 nonfiling
characters
(Omit)

First indicator:

0 Publisher is not

main entry
1 Pub. is m.e.

20

*
*

*

*

*

*

SUBFIELD CODES

+a Uniform
title heading

It Title
+p Part (of work)
If Date (of work)
+1 Language
+k Form subheading

Is Version/alt.
to version

+g Miscellaneous
+h Media

qualifier

+a Uffiform title

* If Date (of work).

* +k Form subheading
* +p Part (of work)
* Is Version

*a Rananized
'title

to Short title
lb Subtitle
+c Remainder of

title page
transcription

+a Edition
lb Additional

information

*a Place
lb Publisher
+c Date

* Subfield first defined in 5th edition of Books: A MARC Format.

RECOMMENDATIONS

Mandatory

Mandatory
Optional
Optional
Optional
Mandatory
Optional

Optional
Optional

Mandatory
Optional
Mandatory
Optional
Optional

Optional.

Mandatory
Mandatory
Mandatory

Mandatory
Required if available

Mandatory
Mandatory 111

Mandatory

1972.
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TAG NNE INDICATORS SUBFIELD CODES RECOWENDATIONS

Physical,Description

0 300 Collation
Mandatory *a Pagination

or volumes
*b Illustration

statement
*- Height

Mandatory

Required if available

Required if available

350 Bibliographic price *a Omit

Series Statement. If the work being cataloged is part of a series, a series

note is mandatory. Such a series note is provided by use cf any 4xx field. If a

tracing for a series added entry in exactly the same form as the series note is desired,
a 400, 410, 411, or 440 field should be used. If a tracing for a series added entry
is not desired, or if it,is to be in a form different from that of the series note, a

490 field must be used.

400 Personal name-
title (traced
same)

Required if
available

410 Corporate name-
title (traced
same)

Required if
available

411 Conference or
meeting title
(traced same)

Required if
available

First indicator:
0 Forename
1 Single surname
2 Multiple surname
3 -, Name of family

Second indicator:
06- Author is not

main. entry

1 Author.is
main entry

First indicator:
0 Surname (inverted)
1 Place or place

plus name
2 Name (direct order)
Second indicator:
0 - Author is not

main entry
1 Author is main

entry

*a
*b

+c

*d
*e

*k
*t

* *1

* *f
* 4p

*v

*a
*b

*e

*k
*t

* *u
* *1
* *p

* *f
* *g

*Ir

First indicator: *a
0 Surname (inverted) *b

1 Place or place *c

plus name *d
2 Name (direct order) le

Second indicator:
TT= Author_ is not *g,

main entry 4k
1 --Author is *t

main entry * *f

Name
Numeration

w

1tles & other
rds associated

with name
Dates
Relator
Form subhead.
Title (of work)
Language
Date (of work)
Part (of work)
Volume or
number

Name
Each subor-
dinate unit
RelatOr
Form subhead.
Title (of work)
Nonprinting
Language
Part (of work)
Date (of work)
MiscellaneouS
Volume or ,no.

Name
Number
'Place

Date
Each subordinate
unit in name
Miscellaneous
Tom subhead.
Title (of work)
Pub. date
Language
Part (of work)
yoi. or no.

* Subfield first defined in 5th edition of Books: .A MARC Format. 1972.

Mandatory
Mandatory
Mandatory

Mandatory
Required if available
Mandatory
Mandatory
Optional
Optional
Optional
Mandatory

Mandatory
Mandatory

Required if available
Mandatory
Mandatory,
Omit
Optional
Optional
Optional
Optional
Mandatory

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mandatory
Mandatory
Optional
Optional
Optional
Mandatory



Series Statement

440 Title (Traced
same)

Required if
available

490 Series untraced
or-traced
differently

Mandatory if
no other 4xx
provided

22

INDICATORS

(A 4xx field is Mandatory.

First indicator:
- Blank

Second indicator:
0 to 9 nonfiling
characters
(Chit)

First indicator:
0 - Series not

-traced
1 Series traced in

a different form

Bibliographic notes

500 General note

501 "Bound with" note

`502 Dissertation note

4
503 Bibliographic history note

504 Bibliography note

505 Contents 'note First indicator:
0 Contents

(complete)
1 - Contents

(incomplete)
2 Partial contents

520 Abstract or annotation

590 Local note

Subject Added

6Q0 Personal name
Mandatory

Entries

First indicator:
0.- Forename
1 Single surname
2 Multiple surname
3 Name of family

\Second indicator: 4

0 - LC subject head.

Mandatory
1 Annotated card

program subj. head.

Required if
available

SUBFIELD CODES RECOMMENDATIONS

May be 490 if tracing not used)

*a Title
+v Volume or

number

*i Series

*a General note

*a

+a Dissertation
note

*a

*a Bibliography
note

*a Contents note

+a Abstract or
annotation

+a Local note

+a Name
. *13 NUmeration

*c Titles & other
words associated
with name

*d Date
+e Relator
*k Form subhead.
*t Title (of work)

* *1 Language

* *f Date (of work)

Mandatory
Mandatory

Mandatory

Optional

Omit

Optional

Omit

Required if available

Optional

Required if available

optional

Mandatory
Mandatory
Mandatory

Mandatory
Required if available
Mandatory
Mandatory
Optional

Optional

* Subfield first defined in 5th edition of Books: A MARC Format. 1972.



Subject Added

INDICATORS

Entries

600 Personal name Second indicator:
(continued) 2 NLM subject head.

Required if
available

3'- NAL subject head.
Omit

4 Other subject heads.
Required' if

available

610 Corporate name First indicator:
Mandatory 0.- Surname (inverted)

1 Place or place
plus name

2 Name (direct order)
Second indicator:
0 --LC subject head.

Mandatory
1 AC program

subject head.
Required if
available

2-- NEM subject head.
- Required if
available

3 NAL subject head.
- Omit

4 Other subject heads.
Required if
available

611 Conference or
meeting

Nondatory

First indicator:
0 Surname (inverted)
1 Place or place

plus name
2 Name (direct order)
Second indiCator:
0 - LC subject head.

Mandatory
1 AC, program

subject head.
Required if
availab

NLM subject head
Required if

. available
3 NAL subject h

Omit
.4 - Other subject heads.

Required if
available

d.

SUBFIELD CODES

* *p Part (of work)
*x General

subdivision
*y Period sub- -

division
*z Place sub-

division

*a

*e
*k
*t

* *u
* *1
* *p

* +f
* *g

Name
Each subordi
nate unit

Relator
Form subhead.
Title (of work)
Nonprinting
Language
Part (of work)
Date (of.work)
Miscellaneous

*x.General
subdivision

*y Period
subdivision

*z Place

subdivision

*a Name
*b Number.
*c Place
*d Date
fe Each subordi-

nate unit,izi
name

*g Miscellaneous
*k Form subhead.

+t, Title (of work)
* *f Publication

date
* *1 Language
* +13 Part (of work)

*lc General

subdivision
*y Period

subdivision
*z Place

subdiviSion

RECOMMENDATIONS

Optional
Mandato4

Mandatory

Mandatory

Mandatory
Mandatory.

Required if available
Mandatory
Mandatory
Omit
Optional
Optional
Optional
Optional
Mandatory

Mandatory

Mandatory

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mandatory
Mandatory
Optional

Optional
Optional
Mandatory

Mandatory

Mandatory

* Subfield first defined in 5t4 edition of Books: A MARC Format. 1972



TAG NAME

Subject Added

24

'INDICATORS

Entries

630 Unifor title
heading

Mandatory

First indicator:
Blank

Second indicator:
0 LC subject head.

Mandatory
1 AC program

subject head.
Required if
available

2 NEM subject head.
Required if
vailable

3 subject head.
Omit

4 Other subject heads.
Required if

available

650 Topical subject First indicator:
'Mandatory - Blank

Second indicator:
0 LC subject head.

- Mandatory
1 AC program

subject head.
Required if
available

2 - NLM subject head.
- Required if
available

NAL subject head.
Omit

4 Other subject heads
Required if
available

651 Geographic name First indicator:
Mandatory , - Blank

Second indicator:
0 LC subject head.

- Mandatory
1 - AC program

subject head.
- Required if

available
2,- NLM subject head.'

Required if
available

3 - NAL subject head.
-Quit

4 - Other subject heads.
- Required if
available

* Subfield

SUBFIELD ,ODES

*a

*t
* STI

* if
* *1
* *k

* 4s

*

* *h
4x

tY

4z

*a

*b

*x

tY

*z

Uniform title
heading
Title
Part
Date (of work)
Language
Form subhead.
Version/alt.
to version
Miscellaneous
Media qualifier
General
subdivision
Period
subdivision
Place
subdivision

Topical subject
or place
element ,

Element
following
place element,
General
subdivision
Period
subdivision.
Place
subdivision

*Geographic
'name or place

element
lb Geographic

element
following
place element

4x General
subdivision

*y Period
subdivision

*z Place
subdivision

,

first defined in 5th edition of Books: A MARC Format.

RECOMMENDATIONS

Mandatory

Mandatory
Optional
Optional
Optional
Mandatory
Optional

Optional
Optional
Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

.Mandatory

1972.



TAG NAME INDICATORS

Subject Added Entri -s

690 Local subject
headings (Topical)

Optional

-At

691 Local subject
headings (Geographic)

Optional

Other Added Entries

700 Personal name
Required if
available

First indicator:
0 - Forename
1 - Single surname
2 - Multiple surname
3 Name of family
Second indicator:
0 Alternative entry
1 - Secondary entry
2 Analytical entry

25

-Th

SUBFIELD CODES RECONENDATIONS

*a Topical subject
or place-

element
lb Element

following
place element

*x General
subdivision

*y Period
subdivision
Place

subdivISion
*z

*a Geographic
name or place
element

lb Geographic
element,
following
place element

lx General
subdivision

*y Period
subdivision

4z Place
subdivision

*a

lb
*c

Id
*e
1k
It

* *1
* *f

*

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Name
Numeration
Titles & other,
words associated
with name
Date
Relator
Form subhead.
Title, (of work)

Language
Publication
date
Part (of work)

Mandatory
Mandatory
Mandatory

Mandatory
Required if available

Mandatory
Mandatory
Optional
Optional

Optional

*Subfield first defined in 5th edition of Books: A MARC Format. 1972,
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-TAG NAME INDICATORS

Other Added Entries

710 Corporate name
Required if
available

711 Conference or
meeting

Required if
available

730 Uniform title:
Required if
available

740 Title traced
differently

Required if
available

26

First indicator:
0 Surname (inverted)
a Place or place

plus name
/2 Name (direct order)
!Second indicator:
10 Alternative entry
1 Secondary entry

Analytical entry

First indicator:
0 - Surname (inverted)
1 Place or place'

plus name
2 Name (direct order)
Second indicator:

, 0 - Alternative entry
1 Secondary entry
2 Analytical entry

First indicator:

Blank
Second indicator:
0 Alternative entry
1 - Secondary entry
2 - Analytical entry

First indicator:
Blank

Second indicator:
0 - Alternative entry
1 Secondary entry
2 Analytical entry

SUBFIELD CODES

+a Name
*b Each subordi-

nate unit
*e Relator
'*k Form subhead.

ft Title (of
work)

* *u Ncinprinting

* *1 Language
* *p Part (of work)
* *f Date (of work)
* *g Miscellaneous

fa
*b
*c
*d
*e

*g

+lc

*t
*f
*1

*p

Name
Number
Place
Date
Subordinate
units

Miscellaneous
Form subhead.
Title (of work)
Date (of work)
Language
Part (of 'Work)

*a Uniform title
*t Title
+p Part (of work)
*f Date (of work)
*1 Language
*k Form subhead.
*s Version/alt.

to version
+g Miscellaneous
*h Media

qualifier

+a Title traced
differently

* Subfield first defined'in 5th edition of Books: A MARC Format.

RECOMENDATIONS

Mandatory
Mandatory

Required if available
Mandatory
Mandatory

Omit
Optional
Optional
Optional
Optional

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional
Mandatory
Mandatory
Optional
Optional
Optional

Mandatory
Mandatory
Optional
Optional
Optional
Mandatory
Optional

Optional
Optional

Mandatory ry

1972



TAG NAME INDICATORS

Se)vs Added Entries

800 Personal name-

title
Optional

First indicator:

0 Forename

1 Single surname
2 Multiple surname
3 Name of family

810 Corporate nallie-1-Th First indicator:

title 1 0 Surname (inverted)

Optional \1 Place or place

811 Conference or
meeting

Optional

27

plus name
Name (direct order)

First indicator:
0 Surname (inverted)
1 Place or place

plus name
2 Name (dillect order)

SUBFIELD CODES

4a

*b

*c

*d

*e

*k
*t

*1

*f

*v

*a

*b

*e

*k

*t

*u
*1

tP
if
*g

*v

*a

*b

*c

*d
*e

*g

*k

it

*f
*1

tP
*v

Name
Numeration
Titles
other words'

associated
with name
Dates

Relator
Form subhead.
Title (of work)
Language
Date (of work:
Tart (of work)
Volume or
number

Name
Each subordi-
nate unit
Relator
Form subhead.
Title (of work),

Nonprinting
Language
Part (of work)
Date (of work)
Mdscellaneoug
Volume or
number

Name
Number
Place
Date
Each subordi-
nate unit
Miscellaneous
Form subhead.
Title (of work)
Date (of work)
Language
Part (of work)
Volume or
number

121: Gat LENDAT1ON S

Mandatory
Mandatory
Mandatory

Mandatory
Required If available

;Mandatory

Mandatory
Optional
Optional.
Optional
Mandatory

Mandatory
Mandatory

Required if available

'Mandatory
Mandatory
Omit
Optional
Optional
Optional
Optional
Mandatory

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

Optional_
Mandatory
Mandatory
Optional
Optional
Optional
Mandatory

* Subfield first defined in 5th edition of Books: A MARC Format. 1972
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TAG NAME INDICATORS SUBFIELD COLES

Series Added Entries

840 Title First indicator: *a Title
Optional $ Blank -

Second indicator:
*v Volume or

number
0 to 9 nonfiling
characters
(Omit)

Le-al Fields

910 User option data
1

User option
data

RECOWENDATIONS

Mandatory
Mandatory

Ntional
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INTRODUCTION

The Technical Processing System in its entirety will

consist of an acquisitions system including financial re-

cords and a monitor to issue notices to staff when items

are delayed in acquisitions, serials, cataloging, or phys-

ical processing. The Center will not activate the monitor

when TPS is first implemented.

The aim of the Technical Processing System 'is faster

and more accurate pTocessing of materials, reduction in

personnel involved in technical processing, accumulation

of data into one central record, and reduction of unnec-

essary duplication of materials among Member libraries.

DESCRIPTION OF THE SYSTEM

rr )

Tre system will initially encompass the following

basic operations: 1) creation of the TPS record and pro-

ducti6n ot-purchase orders, 2) on-line update of records,

3) automatic claiming of overdue orders, and 4) production

of accounting records.

There will be three major types of proces->cs: 1) uni-

tary procurement, 2) extcpded procurement, and 3) gifts.

Unitary procurement ('u') constitutes the acquisition ,ind

processing of material as the result of an order fur a

single specific item. Multiple copies of an item, (o-,

tiple volumes of a completed set may be eon:,trued c!:=;
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tary procurement. Extended procurement ('e') comprie:: :lub-

scriptions, standing orders, on approval orders, blanket or-

ders, exchanges, and memberships in publications-producing

groups. Gifts constitute those accessions that are unpre-

dicted in their arrival and require no payment. They may he

either 'unit' gifts ('ug') cr 'extended' gifts ('eg, ), such

as gift subscriptions. In most cases 'exchange' materials

will be treated as gifts since they require neither purchase

order nor payment.

Treatment of material received as the result of a mem-

bership will be determined by the nature of the publication

and internal library policy. For example: if the major pub-

lication received through a membership is a serial, it could

be treated as a regular subscription with the membership fee

construed as the cost of the subscription; ancillary sub-

scriptions or separate works, sent to members at no addi-

tional cost, might be treated as gifts. A membership pro-

viding primarily non-serial items might be hz:Idled as a

standing order.

Periodically, theksystem will be purged of completed

TPS records identified as unitary procurement ('u' or 'ug').

TPS records will be expunged from the on-line file only after

an ^rder has been canceled or when all of the following re-

quisites have been met: 1) the material has been received,

2) the invoice has been approved for payment, and 3) the re-

cord has been updated to the status of a catalog record, or



1

retired to the archive file by the library, if the item is

not to be cataloged. To retire a record to the archive file,

call up the record and type 'archive' on the top line of the

screen, then UPDATE and SEND.

Records purged from the on-line file will be retained

on archive tape for a specified period of time.

Records identified as extended prourement ('e' or 'eg')

will remain in the system until the order is canceled and

the record retired by the library.

If the vendor cancels an order for any reason, type
orcirr

'cane' onto the TPS screen following the 11541:: number, then

UPDATE and SEND. If the Library cancels an order and needs

to have a cancellation notice sent to the vendor, type 'cane'
rder

after the-R . number, then PRODUCE and SEND. In either case

uter will respond by reversing the encumbrance for

the item canceled and recording the date of cancellation.

If desired, the reason for the cancellation may be noted

in 'Rinks'.

The system will maintain a Vendor File designed to in-

clude as many addresses for each vendor as required. Com-

monly used vendors will be identified by mnemonic codes to

limit typing and to reduce confusion between vendors with

similar names. Print-out copies of the Vendor File will be

distributed to Member libraries for reference.

The system will also maintain a, file of mailinp, addr:_,sses

for branch or departmental libraries that receive direct mail-

ing from vendors.
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The system will yield four varieties of products: 1)

on-line CRT screen displays, 2) printed forms, 3) computer

print-outs, and 4) machine readable reports

The products and procedures described herein will be

operational at the time the Technical Processing System is

implemented. Other products, to be added following imple-

mentation, have been enumerated on pages 56 to 59.

ON-LINE SCREEN DISPLAYS

There will be a separate screen display for each 'in

process' order. The screen display will provide a specific

space or 'field' in which to enter each data element rela-

tive to the processing of the order, and the actual order
will be created from the data entered therein.

A TPS record will be retrievable by the library's order

number, the OCLC control number, and by the author-title and

title search keys. The terms 'author' and 'title' have been

used broadly to refer to the data enteredin fields 1 and'2

of the TPS screen (see p. 6), whether or not that data is ac-

tually an author's name or the title of a work. For example,

in the case of standing orders, on approval orders, and blan-

ket orders, the operator will enter the vendor name or code

in field 1 (1Authi) of the TPS screen, and the name of the

order plan in field 2 ('Tit12). Therefore, the search keys

for a standing -, on approval -, or blanket order will he

built on the data in fields 1 and 2 rather than on a specific

author and title.



The system will maintain indexes to access not only

the records but also the particular data within each record

that is needed for reports and listings.

the Commitment Register Summaries will also be dams.-

playedplayed on the CRT screen and will be accessed by the account

or fund number. The registers will be current according to

the latest data transmitted to the computer. (See Figure 8,

Page 48.)

Another screen display has been designed for inputing

account and fund allocations. (See Figure 5, page 42.)'

,

t
.



Type: OCLC #:

Cat: P

IP: P

1 Auth: #11 P

2 Titl: #c $h E

** 3 Edit:
** 4 PPD:

5 Freq:

6 Ser:

7 ISN:

8 Volg:

9 Cops:

10 ord#:

11 Term:

12 Rnwl:

13'Vndr: $b 4c P

14 EsPr: F

15 Acct: $b

16 Fund: $b f

# 17 Dats: $1,

18 Rqtr: $b $c

19 Dstn: Si)!

# 20 OrCl: P

21 Invc: $b 2

22 Cost: $1, tc

# 23 InCl:

24 InOK: $b P

25 Rmks: 1.Rush 2.Replacement 3.0-f-stock 4.0-f-print 5.0ther

-6-

26 Inst: P

* Those items supplied automatically from an existing record.

** Those items which, if changed, constitute a new record.

# Data that is computer-produced.

FIGURE 1 Screen Display for Technical Processing

4
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Following is a field by field description of the Screen

Display for Technical Processing:

Type: Type of acquisition. Zbe following codes will apply:
u - unitary procurement
e -, extended procurement

ug - unit-gift
eg - extended gift (subscription)

<-...t,

\Cat: Symbols for ibraries having the cataloged title.

IP: Symbols for libraries having the title in-process.

1 Auth: Main entry, verified ifpo-sg.ible, with the source

of authority identified in subfield 'h'. For

the parent record of a standing -, on approval -,

or blanket order, enter the vendor name in this

field:

2 Titl: Title, verified if'possible, with the source of

Cuthority identified in subfield 'h'. For state

contracts, enter Class Item No. in subfield 'c'.

On,the parent record of a standing -, on ap-

proval -, or blanket order,'enter the name of

the order plan'in this field. ll

3 Edit: Edition. Unless a specific edition is entered, the

purchase order will indicate 'lastest edition'.

4 PPD: Place; publisher; date of publication.

5 Freq: Frequency of publication, for subscriptit,ns and

standing orders.

6 Ser: Series

7 ISN: International standard book or serial number.



-8-

8.Vols: 'Specific volume numbers (v.3, v.7, or v.3-8) or the

total volumes (8v.) if the-order is for an entire

set.

Cops:, Number of copies requested on one order.

10 ard#: Order ndiriber. If a library usest'only Ale range of

sequential order numbers, the computer will
Mir

assign the number's automatically.

11 Term: Length of subscription. Enter the expiration date

of"the subscription in subfield 'a'yrThis date

will be used'.by the system to generate automatic

renewals. Use,s'ubfield 'b' to record, in the

most appropriate'terms, the actual length of the

subscription; for example: 3 yrs.; Sept.1,1972-

Aug.30,1973; vo1,10; til forbid, etc.

12 Rival:L. Renewal. If automatic renewal desired, typd

'no' in this field. If no date is recorded in this

field, renewal will be automatic until canceled

and 'Renewal' will be printed on subsequent orders.

13 Vndr: Vendor. Enter the vendor's name or code. Use sub-

field 'b' for vendor account or customer number,

and subfield 'c' for vendor contract umber or

state contract number. (The state contract number

will be supplied automatically by/the computer,

for the state institutions.) When an order,

usually a subscription, is placed though dealer,

but is to be ,claimed from the publisher or other
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distributor, enter, in subjield 'x', the code

name for the organization to whom the claim is to

be sent. If that organization is not in the

vendor address file, enter the complete name and

address.

14 EsPr: Estimated or list price. Enter the unit price

unless several volumes of a set are ordered on a

single order, in which case, enter the total'

,

4

r.

4
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price for all volumes ordered on one order. The

amount encumbered will be the recorded price mul-

tiplied by the number of copies requested OA the

same order. If a quotation is desired, enter

'Please quote' in this field rather than a price.

'Please quote' will be printed on the order in

the space marked 'Estimated Price'.

15 Acct: If an item is charged against a single account, only

the account number need be entered. However, if

the price is divided between two or more accounts.

enter each account number in an 'a' subfield (the

first 'a' subfield code is implicit) fnlowed

a 'b' subfield'containing the amount charged to

the respective account. (e.g,, Acct: 574362

$100.00 fa 9678t tip $45.50) When the invoice

is received, if the actual cost _different from

the estimated price, change the amount recorded

in the 'b' subfieids accordingly.

16 Fund:' Same as above except for fund.

17 Dats: When a record is created, the computer/will supply

the date automatically. When the material is

received, type 'r' in the 'b' subfield and the

computer will again supply the date. In the,

case of partial receipt, input the volume iden-

tification following the 'P.
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18 Rqtr: The name of the individual who requested t11-1-em.

If than one Person is responsible for orig-
.,

inatirg a rem4est and each is to be notified when

the material bedomes available, enter the addi-

tional name(s) in subfield ':,'. More than one

subfield may be bz;ed if required. Subfield 'c

will be reserved for the name of the'lonor of a gift.

19 D5nt: Destination. In subfield 'a.', input the symbol for

the branch or departmental library where the mate-

rial is to be house (the 'circulating library').

If the material is to be shipped from the vendor

directly to a branch location (the 'T_Yrocessin,
\

library'), enter the Symbol for the receiving

library in subfield 'b'. The symbols now used for

the 'holding library' will apply. In either sub-

field, the absence of data will indicate a default

to the main iibrary%

20 OrC1:. Order claimed. When a claim notice is broaLced, the

system will enter the date of the claim automati-

cally. If more than one claim is sent, the date :it

each will be displayed.

21 Invc: When the invoice is received, input the invoice number

and the computer will record the date it is entered

into the system. If the vendor does not subb]v an

invoic number, substitute the date tJi t atone 'r:

the invoice for the invoice number. If the invoice

is held for any reason, enter that infQrmation in

subfield 'b'.



*
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22 Cost: The actual cost of an item. When postage, h(ndling,

and insurance are funded separately, enter the

amount(s) in subfield 'b'. Use subfield 'c'

for other data related to the cost, including

credit information.
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23 InCl Invoice claimed. If an invoice has not been received

within a specified period following receipt of

the material, the computer will generate a claim

notice, and the date of the claim will be displayer.

Invoices for 'til forbid' subscriptions will he

claimed if not reeived within thirteen months

after the previous invoice date.

24 InOK..: When an invoice is approved fcir payment, type

in this field and the system will record the date

and the initials of the operator. Record partial

payment in subfield 'b'.

25 Rmks: Remarks. To indicate the application of .any of the

`remarks displayed in this field, replace the num-

ber preceding the remark with an 'x', if the in-

formation is for internal use only,"or with -a 'p',

if t'he remark is to be printed,on the order. If

additional remarxs are entered after '5.0ther',

preface each separate remark with the appropriate-

1k4'x' or 'p'.

26 Inst: Instructions to vendor. This f'_ld will be used to

supply 'fill-in' data for some of,tbe instruc-

tions printed on the order form. Key in the

number of the instruction followed by the fill-
,

in data.
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UNITARY PROCUREMENT

When d request is received by a library acquisitions

department, first ,search via the terminal and elsewhere to

determine whether or not the title is.alreadv in the library

or currently on order. -Until a library has completed retro-

spective conversion of its holdings to the system, it will
b.

be necessary to search the card catalog as well as the data

base. A search of the outstanding order file may also be

required until all orders placed through the manual t-wstem

have b'en filled. If the title is already in the local

library, and it is not desirable to purchase a duplica:=1,,

notify the requester to that effect.

After the decision has been made to purchase an item,

and the Fund and Vendor have been assigned, the CRT operator,

logged into the_ TPS mode, will type the author-title or title

search key. If the work is in the
\
Isy,.tem, either as a Catalog
1

record or as a TPS record, the usable data will be displayed

on a TPS wurkform. (See page 6) 'Usable' data nciudes any

or all of the following elements: autior, title, edition,
V

place,publisher, date of publication, frequency of issue,

series, standard book or serial number, numberf volumes of

-a set, and the list price.

Examine the data displayed and edit it where necessary

yagree in detail with the work desired. Make changes by

inserting additional information, or by deIetihg or typing
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--N\

over existing information.' After changing a field, depress

ADVANCE LINE and SEND to communicate the change to the computer.

When the existing data is satisfactory, proceed to enter

the data in the other fields required to complete the order,

and SEND each field. When the order is complete and all fields

have been sent, depress PRODUCE and SEND.

If no record is displayed in response to either the title

or author-title search key, request a workform by keying in

'twf', and proceed to enter and SEND all pertinent data, field

lzy field, until the order is complete, then depress PRODUCE

and SEND. In response to the-PRODUCE command, a multiple copy

Order will be produced, two opies of which will be sent to

the specified vendor and the remaining copies to the library.

The system will provide a technique Dy which a libAtary can

override the sending of copies ofan order to the vendor and,

instead, route all copies of that order'to_the librar, as

will be necessary when paym;pt must accompany the order.

If there is no record in the data base for an item being

ordered, enter theo.source(s) used to verif7 the author and

title in subfield 'h' of the respective fields.

When pre-payment is required or when an order is charged

. against a deposit account, enter the amount in field 22 ('Coat')

rather than in field 14 ('Pric') .

Figurfe 2, be-inning on the following, phge_, illustrates,

in flowchart form, the procedures for unitary procurement.

1 For details on the operation of the CRT terminal, refer to:
Catalo in on = Cat144!" Ray Tube Terminal, Ohio College
brary .enter, une , pp. 11-2'3.
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Receive request
to order title

Log into TPS.

Manual Computer

Type author-title or
title sea, '11 key
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Display Rec'd/Sendi

Is
desired

title ,displayed
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?

No

V
Nc:

Is
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1 Di-splay Rectd/Send

i

. .

FIGURE 2 . Flowchart for Unitary Procurement

--*

Retrieve
titles
via
index
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Inspect reply

I
Is

title in
local library

NO

Is
Displayed data
appropriate to

.resluest

No

MeinnAl

Insert, delete, or
correct displayed data

1

Send each altered field 1

C(mpliter

Add
to TPS
record

/

/

,Enter amount in
field 22 ('Co,,')

Yes
Is

order pre-paid or
against deposit

account
-?

0
A

\/ No'

FIGURE 2 Flowchart for Unitary Procurwmont - 'd
%
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MdFlUd1

Enter additional data
in appropriate fields

V
Send each field

Produce/Send

CnM110-('r

Purchase order sent'
to vendor and library

j

F

( End

Request workform ('twf') 1

Displal Rec'd/Send

Enter required data
in appropriate fields

c'IGURE 2 Flowchart for Unitary ProcureMent Cont*1,

Add
to TPS
record

Produce
purchase

.order

Display
Workform
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- _
[Item received

Log into TPS

1

Manual

IType search key

...

Display Rec d/Send

Does
TPS record

agree with item
received

-,

*Is
iten received
one desired

Yes

V
[-Correct record 1

V

Computer

I Send each altered field >

Retrieve
record
via
index
searched

. .

Replace
or adcl
to data
in TPS
record

FIGURE 2 Flowchart for Unitary Procurement - r,,nt'11:1
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0
Enter 'r' in field 17 tbl

Manual Computer

Send item for
.physical processing

End

0<

[Send

No Is

invoice with
order

Yes

Enter invoice number
in field 21

[ Send

Enter cost in field 22

Send

Enter
date of
receipt

- Are
all items on invoice

with shipment

Yes <'

Add to .

TPS
record

FIGURE 2 Flowcnar:t for Unitar; Procurement - Cont'd.
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o
1

Manual

Enter 'a' .n field 24

V
[ Send

Ubdate/S-,nd

Computer .

Enter
date of
invoice
approval
anal

initials
Of
operator

Is
item in-
hand

Send item,for
physical processing

1

Does
library receive
machine readable

record for
payment

V

------>

Add
record
to 'IPS
file

14
Produce
machine
readable

,record

Send approved invoice
for payment

,

C'End' )

FIGURE 2 Flowchart for Unitary Procurement Cont'd.
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Request corrected
invoice & enter
note in field 25

InvL,ice received

Manual

LLog

I
into TPS I

Search CRT for each
item on invoice

Type seardii 1<cy
or order number

1.

Lir,- lay Red di Send

Does
No invoice

agree with TPS
record

Yes

Have
all items on invoice

been received

dr-

Retrieve i
record
via
index
searched

FIGURE 2 FloWchart for 'Unitary Procrrement - font
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Manual Computer

]
Request invoice
workform (ti_wf")

Send]

Enter vendor code, in-
voice no., order no.,
de'scription & cost-for
each item on invoice
but not received

Send each field

Di
invo
work

d y,

CO
orm

V
Update/Send

Build
invoice
record

I -

,

[...-

ld invoice until
all. items are re-,
ceived or credited-

4

1

V

Add
record
to yips
file

When last item on invoice is checked-in, the system'
will respond with the message 'Invo,Lce complete'.

I If Checker is not authorized to approve the invoicf,,
record wi41 go into 'Queue' until it is.approve

.for-payment.. Steps for approving the iri
u

voice follow.
L -

FIGURE 2 Flowchart for Unitary Produremtnt Conf',1,

1
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Q
Recall record from Queue

by invoice number.

Send

Manual Computer

IType 'a' at top of
1 invoice screen

Send-I

Does
itTery receive

machine readable
ecord for
payment

j---- Update/Send

\2 t

Yes

-----> PI--roduce/Send
____

'Send approved invoice
for payment

( End

FIGURE 2 Flochart for Unitary Procurement n(mted..

Display
invoice
record

Add to
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approval
and
initials
of
operator



EXTENDED PROCUREMENT

Since the terms identif\'ing the varinn

tended procurement are often -ti.-secf interchaniJe,lblv,

Lions of the terms ars applied in this locmi,_uf

below:

Subscription: an order for a continuing=, tcull i Hti p

that is issued more or legs repnlal-tv,

more than once'a Year. Billinc uruall- 'cmt

the entire term cif the subscrit,ticn and, .1A14,i

in advance of fulfillment.'

Continuation: an order fdr a,cerien or

issued irregularly or infrequently, the in. r.

parts of which are supplied anl billed

lished.

Staring order: an order for all, or part, of the

coming publications of a publisher of ':p(_( ;.11i7

materials, ,uch as an association, a schoel,

museum, etc.

On approval plan: an order for materials In 1)(-_,

by a vendor according to the suecificati(,;

delimitations of the library. These rat,e_i,:

sub-iect to review and x turn by the I it

Blanket order: en nrder For special materals,

s,-lected accordinp, to qualifieJti,)n-;

the library, by a vendor actilw =r t)1, ,

agent. Returns are usually not ac:ceptabl.



-24-

A TPS- record, designated as extended procurement (-Tel),

will remain in the on-line system for renewing and accounting

transactions as long as the order remains in effect.

Figure 3, beginning on page 28, illustratesi_n flowChart

form the extended procurement procedures for standing orders,

on approval orders, and blanket orders.

Subscriptions

The procedure for ordering a 'new' subscription will be

virtually the same as described for unitary broqurement. C7N,

tain data, not applicable to unitary. procurement will be needed `-

for a subscription order, namely: frequency of issue, length

or term of subscription, and renewal information. Depending

upon the poliCy of the library (and the vendor), a renewal may

be issued automatically by the system prior to the expiration

dates, or the vendor may renew automatically until he receives

a notice t cancel. When renewal is automatic, the computer

will encumber the amount paid for the previous year's subscription.

1
When the system generates an order for renewal,, the standard

copy order form will be used, with 'Renewal' printed

after the descriptive data.

After receipt of the first issue has been acknowledged

through TPS, to Satisfy the system that no claim is required

on the order, subsequent issues will be checked-in and claimed

througn the Serials Control System.

Continuations

Again, the order procedure described for unitary procure-

ment will apply for a 'neW'contindation order with the fol-
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slowing exception. If the order is for a monographic series,

the series (main entry and title or title only) will be entered,

in, fields 1 and 2 as author end title rather thanin fi ld 6

as series.

If the individual parts, received on'a continuation order,

bear some kind of sequencing identification, each item may be

checked-in and/or ,claim through the $erials Control System

as.a 'serial'. Howeve the,separate volumes are'not iden-

tifiable by a, sequential arrangemeht, a record must.be established

for each item received., as described below for materials received

16 through standing, on approval, and blanket orders.

Standing Orders, On Approval Orders £ Blanket Orders

When entering standing,,on approval, and blanket orders,

no preliminary search of the data base is necessary. Request
t

a workform ('twf'), indicate the type-of acquisition, input the

vendor code and the name of the order plan in fields 1 and 2

respectively, and fill in the other.appropriate fields begin-

ning with field 10 on the TPS screen. SEND each field, then

depress UPDATE and SEND to add the record to the T?S file.

When materials are received through any of these plans,

or through a continuation order, search each title via the CRT

and other files to ascertain 1)
1

if the title is already in the

library, 2) if the title id In-process, or 3) if the title is

in the system. Duplicates received as part of an on approval

shipment may be set aside for a decision to keep or return.
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If the tie is in the system, the data will be displayed

on the TPS screen. If necessary, edit the data to agree with

the-item received and enter the additional data rewired. If

the
,
title is not in the data base, create a new, record, enter-

ing all pertinent data. The record for the individual

must include the order number of the

m

parent order.* SEI each

'field that is altered or added,'. .then depress UPD and SEND

to add the record to the TPS file without- producing an order.

If the library wants to receive copies of the order, depress

PRODUCE (instead'of. UPDATE)Wand SEND and override the mailing

to the vendor.'

The parent order record will be retrievable by a standard

3,3 key created from the data in.fields rand 2 (vendor 'and

name of the order plan), and by order number.

When the invoice is received, local library practice will

determine the treatment of the data. If a record of total ex-

penditures for various open-ended orders is sufficient for the

/library's-needs, enter the invoice numb r and the total amount
0'

of the invoice on the parent order record. If, however, a re-

:cord of titres received through each open-ended order is required,

enter the invoice number and the cost of each item on the record

for the respective item.

Library practice will also determine whether the cost of

items, included on the invoice but not received or not kept,

is deducted from the total amount specified on the invoice,
F

thereby permitting immediate approval, of the invoice, or whether

the invoice is held until a credit is received from the vendor.
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The' same procedures described under unitary.procure-

ment and under subscriptions an,: ontiSuations will apply

for gifs, depending upon 'the nature of the gift. Unless'
,

the library needs copies,of an order form for gift acquisi-

tions, use UPDATE and SEND instead of PRODUCE and SEND to

add the *record to 'the TPS file.

4
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Type name of order
plan in title field

Manual

)

Enter number
(field

P.O._
10)

Send I--

Typ.e term of contract
(field.M

I

Send,

1D,

=

Enter vendor Acct. No.
and/or contracino.
(field 13, lb &-tc)

Send

1

Computer

4

Build
TPS
record

FIGURE 3 Flowchart for Extended Procurement: Standing Orders,
-On Approval Orders, and Blanket Orders - Cont'd.
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Manual

Enter amt. encumbered for
term of contract (field 14)

Send

'Computer

Enter acct. no. and/or
fund no. (fields 15 & 16)

Send

Enter pertinent remarks
in field 25 under 'other'

f

-/

Build
TPS
record'

Add
record
to TPS
file

FIGURE 3 Flowchart for-Extended Pr4ocurement: standing Orders,
On Approval Orders', and Blanket Orders - Contid.
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Manual

*Recieve shipment
of Materials
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shipment
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packing slip and
hold packing slip
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Match items
with invoice

9

Return unwanted items 1

to vendor for credit
S mark°returns on in-
voice or packing slip,

No

3-

Yes

Log into TPS

Search CRT for each item

Compute5 , u

FIGURE 3 Flowchart fcr Extended Procurement:_Standing Orders,-
-OnApproval Orders, and Blanket Orders - Cont /ei.
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. Replace
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record .

Update /Send.

0

4

tAdd to
TPS
record

Add
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FIGURE 3 FlowChart for Extended Procurement: Standing Orders,
On Approval Orders, And Blanket Orders - Cont!d.
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physical processing'
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Display Rectd/Send

Display
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TPS
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at

FIGURE -Flowchart for Extended Procurem. nt: St=an -din Orders,
Dn.Approval,Orders, and Blanket Orders - Contid.
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Send
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r Send

Computer
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via
inciex
searched
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Update/Send
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Add
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file

FIGURE 3 Flowchart for Extended Procurement: Standing Orders,
On. Approval OlAders, and Blanket Orders - Cont'd.
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TREATMENT OF INVOICES

When an invoice ccompanies.a shipment, check the items

received against the invoice. Tf all items on the invoice

are present, as receipt of each, item is recorded on its TPS

record', also enter the cout'( in field 14), the invoice num-

ber (in field 21), and 'a%, denoting invoice(approval, (in

field 24). Mark the invoice 'Approved' and forward it to

the, proper office for payment,, then send the materials for

physical processing.
.

When-an invoice covers'items that have not yet been re-

ceived, enter the cost and the invoice number on the records

of the items received, then create a separtte invoice record.

To create an invoice record, request an invoice workfolp

('iwf') and enter the vendor code; the invoice number, and

the order number, item identificatiin and cost for each item

outstanding. Hold the invoice until all of the items have

been received or credit d. As the remaining items are received

and checked -in, the system will tally them against the invoice

record, and when the last item,is checked-in will respond

with a message 'Invoice complete'. Get the invoice from the

'hold' file, call up tlhe invoice record by vendor 'code and in-

voice number, and enter 'a' atthe to of the scteen. The

system will respond bylentering the date. and the initials of

the operator after 'Payment Approvbd'. Mark the inxbixze

'Apprbved' and forward it to the proper office for payment.
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The Procedure for handling invoices is illustrated

in flowchart form in Figure 2, beginning at on page 20.

The screen display for .the Invoice Record is shown

below in Figure 4.

-VENDOR CODE:

INVOICE NUMBER:

PAYMENT APPROVED:

ORDER NO., F ITEM DESCRIPTION

FIGURE 4 -Screen Display for Invoice Recoril

C') ST

S
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ALLOCATIONS

To enter a new allocation, request an allocation work-

form' ('awf') and type ip the period covered by the alloca-

tion, the acco t number, the fund designation, and the

amount allocated SEND eachfield,'-then depret;s UPDATE and

SEND.

To increase or decrege_ an allocation already en red,

call up the allocation record by keying in the mound

nation plus 'al' (if an account is not divided'hy funds,

use the account number plus !01-1-1;and enter the amount of

increase or decrease in the appropriate field of the screen

display. SEND the added field, thin depress UPDATE and SEND.

The screen display for the Commitment Register Summary

will show only the revised, or current, allocation. The

original allocation, the amount of increase or decrease, and

the current allocation will appear on the print-outs for the

Commitment Register and the Commitment Register Summary.

The screen display'used to input allocations is shown

in Figure 5, on the folloWing page.
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;
ALLOCATIONS

Period covered:

Account number:( I) 2

Fund designation:
r.

Orig. allocation: C> 4

Increase: 5

Decrease: r.> 6

Curr. allocation: 7

4

FIGURE 5 Screen"Display for Inputing Allocations,
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DEPOSIT ACCOUNTS

To provide detailed transactions against a_deposit

account, each such account must be identified to the system

by a'unique designation. If the deposit is, in fact, part

of a larger fund or account, use the designation applied

to the gntire fund and affix a 'd' to identify the deposit

portiOn.

Enter the amount to be deposited as an allocation for

the deposit accpunts then request a TPS workform and create

an order to accompany the deposit by inputing the vendor

code in field 1, 'deposit account' in field 2, the-amount

to be deposited in field 22, and any other pertinent data
A 0

in the appropriate fields. ,Override mailing to the vendor,

SEND each fields-then PRODUCE and SEND. All copies of the

order it l be sent to' the library.

On the Commitment Register Summaryl the amount depos-

ited will show as an expenditure. However, the Commitment

Register will show the cost of each item purchased through

the deposit Account under 'Amt.pcumbered's and the unused

balance remaining on deposit under 'Free Bal:a4lee'. .Refer

to the illustration of the.Commitment Register on page 46.

a,

ft

pg,
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FINANCIAL REPORTS

---------

The following reports will be computer-produced on a

regular basis for each library.

4

1. Commitment Register

2. Commitment Register Summary

3. Report of Funds Within 80% of Commitment

n addition to the printed reports cited aboNie there

will be ,a screen display of the Commitment Register Summ147

for each account and fund.

A yoreign Conversion Table will automatically con ert

foreign monies to U.S. dollars. Periodically the -abl will

be_updated to bring it intouaccdrd with current exchange

rates.

According to its option, a library will receive any or

all of the listed reports, that are briefly described below.

The Commitment Register will list detailed transactions

tallied against each account and/or fund during the period

covered by the report. The register-for each fund"will -be

divided into two sectione,each-ari,anged by date of trans-

The first part will list the order numberi with the

vendor and the amount encumbered. If the order is pre-plaid,

ttleamolint will be recorded as an expenditure rather than

in encumbranCe. The second portion, of the register will he

the equivalent of-an invoice transaction journal. Within

each date, the transactions against the fund_will be arranged

by vendor and invoice number and-will show the order4lumber(0
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and the amount approved for payment. The.heiinning balances

for the fund or account will be printed as the first item on

the register., and the ending balances as th'e
A

lag,t. In addition,

any increase anafor decrease in the allocation, made during the

period of the report, will be shbwn just above . the ending bal-

ances. Figure 6, pale 46, illustrates the Commitment Register.

The Commitm e &ister Summary Will report the summarized

transactions against an account:orfund, from the beginnihg of

the ,.fiscal year through the date shown, on the. register. - For an

example of the print-,out see Figure 7-on-page 47. Commitment'

Register Summary, current ta the'beginning tofthe previous day,
a

will be available through the CRT.. To allow time for error

checking by the.librarie;,
*

each day'.s transaction figures-will

A--
remain in 4temporaiv file for 24 hours_befare being transferred

to the master file. During the interim,tthe_c_limulative'expendi

tures and encumbrances- far--thipreviats and current days will be

di.Splayed separately on the Commitment Register Summary screen.

To access this data, key in the account or fund designation, then

DISPLAY REC'D arid SEND. See Figure 8 on page 48L,

The 1Nport of Funds Within 80% of Commitment.will list each

Iiind that bs more than 80% committed, with the amount -allocated.

and .the fr'ee balance to date. See }Figure 9,-page 49, for an

illustration of the print-out.
d

In addition to the printed report, the system will display

a warning on the screen when an operator keys in a fund aesigna-

., tion for an order that will overcommit that fund. If a library
4

,7=

so desires, the system will reject any order assigned to a fund

that is fully committed. .

"
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COMMITMENT REGISTER SUMMARY

-48-

4
ACCOUNT: 0-100012345-987

FUND:

SUMMARY OF TRANSACTIONS FOR MAY 1, 1972

EXPENDED: ,$ 2,469,77.

/ .

ENCUMBET: .$ 540.54

SUMMARY OF TRANSACTIONS 'THROUGH. APRIL

-CURRENT AMOUNT . CASH'

ALLOCATION EXPENDED BALAVE

$ 26,720.00 $ 15,918.17 $ 10,801.83 $

,
A

30% :1972:

;MOUNT
ENCUMBERED=

9.476.63

FREE;
BALANCE

S. 1,325.29 .

COMMITMENT REGISTER SUMMARY

71,
ACCOUNT:- 0-100012345-987

'FUND: n 01-02059 CHEMISTRY

SUMMARY OF TRANSACTIONS FOR MAY 1, 19.72;

EXPENDED: $ 74,56

ENCUMBERS: --$ 12.98

SUMMARY OF TRANSACTIONS THROUGH A_ PRIL 30, 1972:
A

CURRENT' - AMOUNT. CASH AMOUNT -FREE

ALLOCATION EXPENDED- BALANCE ENCUMBERED BALANCE-
-4'

4'

5,480.00 2,488.64' ,991.36 $ 1,216.46 $ 1,729.90

FIGURE Screen Displays for Cominitment Register Summary
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ORDER FORM

A quadruple-copy printed order form, similar to the

example in Figure 10, will. be produced automatically by

the computer. The 3", x 10" form, with the order portion

on the left and the instructions to the vendor on the

right, will be perforated in the middle so that it can be

folded or torn to a 3" x 5" size.

In addition to the pre-printed instructions, shown in

the example on the following page, a library may select six

instructions from the list below, to be printse on its orders.

1. Exempt from Ohio saleS tax. [For private institutions]
or

Exempt from Ohio sales tax (Rev. code of Ohio
Sec. 5739.02) and from all federal taxes. [For state
institutions]

2. Report, do not ship until approved, if item
is part of series unless SERIES is-indicated.

3. Report, do not ship until approved, if price
exceeds estimate. by more than $

4.-Send hard copy if available.

5. Any item not supplied or reported 'within
days will be considered-canceled.

6. Any,item supplied-after cancellation is
subject to return.

7. Ship by cheapest means practical unless
otherwise indicated.

If library uses instructions 3 and/or 5 above, the

operator will enter the applicable data following the in-
_

struciion number in field 26 of the TPS screen. The library

may specify data to be used for default if nothing in input.
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'i,CLAIM NOTICE
,\N

Claim notices will be produced automatically by the

computer according to pre-determined_ claim cycles. OCLC

. -

Will establish a claim cycle for each vendor, depending in

Part upon the geographic location of the vendor. Each Mem-

ber library will decide on the number of claims to be sent

for that library. It will also'be possible to initiate

claims manually, as weal as to suppress the automatic claim

...function. To generate a claim manually, type 'cl'_in field
6

20 of the TPS screen, then PRODUCE and SEND. The computer

w,bi11 enter the date in field 20 and produce a claim notice,

To suppress an automatic claim, type in field 20, then

UPDATE and SEND.

Claims will be sent for items ordered but not received

within-a specified period of time, and also 'for overdue in-
I

voices for items already received. Illustrations of the

claim notice and of the vendor reply form to be printed on

the back of the claim notice are shown in Figures 11 and 12,

on the following pages.

4
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CLAIM NOTICE

[Library name C address] Date:

CODE
NUMBER ITEM DESCRIPTION

The Code Nuiribers, preceding the
Item Descriptions, refer to the
numbered explanations below.

LIBRARY. DATE OF
ORDER NO. ORDER

EXPLANATION CODE:

1. We have not yet received this item.

2. We have not received any issues on this subscription.

3. This issue is the latest we have received on our current
-subscription.

4. We have not received an invoice for this materi4l.

FIGURE 11. claim Notice

L.
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'REPLY FORM

O Requested publication has been sent from

Date shipped -e

aTitle changed to

Date shipped

O Ceased publication with . Order canteled.

O Not our publication. Order Canceled.

O Must be ordered direct from publisher. Order canceled.

O Out-of-print, order canceled; will quote if found.

O Sold, order canceled, will quote if found.

O Out-of-stock. Order canceled, or

O Shipment expected by

O Not yet publ. 0 Order canceled, or

O Shipment expected.by

Series,(please specify)

0Other .(please specify)

Name

Date

FIGURE 12 Reply Form on Verso of Claim Notice

4
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MACHINE' READABLE REPORTS

t

When an involee is approved for payment via the termi-

nal, the computer will produce machine readable- reports for

those institutions with automated accounting systems. The

machine readable reports will be in the form of 80 column

punched cards, or 9 track, 800 BPI, magnetic tape. The

reports will be sent directly from OCLC to the appropriate

dtpartment of the institution.
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SUBSEQUENT PRODUCTS

The following products will not be available at the time

the Technical Processing System is implemented but will be

added as soon as possible following implementation. The first

group listed will be issued regularly to those libraries that

request them. The second group will be produced upon demand.

Group I:

Requester Notices will be sent regularly.to the libraries

that desire them, for distribution.tb the requesters. Each

title, for which the requester has asked to be notified, will

be listed on the notice, along with its.processing status.

Delayed Processing Reports will be addressed to the

supervisors of the various departments to which they apply.

A maximum time peiiod will be established for a title to re-
.

main in a given processing area before the computer produces

a report that completion of the processing for that particu-

tar item is overdue.

List-of Books Ready for Requesters will be issued to

the circulation departments periodidally. The requesters

listed will be those who asked for a particular title after

another person has already requeSted it. The first reques-

ter's name will be with the item when it goes to the circu-

lation department. Circulation will use the list of names

as a reserve list for subsequent lending the materials.
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Number of Titles in Process will be a line grapylot'ak.

/

single sheet of computer paper. Points on the line will
./

represent each week from a given base point. Lines will

represent the number of requests in pre-order searching,

the number of titles in each of several pre - cataloging check .

points, the number of titles in cataloging, and the number

of titles'at the bindery. From this chart it.will he pos-

sible to tell at a glance whether or not there is an in-

'
creasing accumulation of materials,in any one processing -

area.

Activity Statistics will also be presented on aline

containing the number of requests received in a week,

the number of orders issued, the number of items received-,

the number of titles searched, and the number of titles

cataloged. As with the previous graph, it will be possible

to note instantly any significant change in trends of activ-

ity in various processing areas.

Average Cost Per Title for all books processed in the

system within a pre-determined period of time will be cal-

culated by the computer periodically.

Group

Donor and Sift Lists will enumerate the gifts rec- ved

within a given time period, arrapjed under the name o the

donor.,
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r t

Rate of Work Flow will give the averagreriod of time

teprs remain in each processing locatiqns.
x

v
.-,

\
-

\
4

., List of Titles by Fund will enumerate,-under,the names
\ ,

of th' funds; the titles acquired from each fund within a.
--,

. _

specified'Aime.t,

. f(-
NuMber of'TitleS.CatAloged by Subject Classification

. willi
.

ll provide the
.

number of titles cataloged in each class

area within a given ppriod.
. ,

Subject-Vendor File will be a comi.hationrby subject

classification of the vendors who have supplied titles with

in each subject and the number of titles each vendor sup-

plied.

List ofTitles Receliked by Standing, On Approval) and

Blanket Order Purchase. This report will itemize the titles

acquired on each of the specified plans.

On Approval Returns-wiI1Yield,a count and listing of

titles returned under each on approval order. If there are

returns on standing orders and blanket orders these will be

included also.

Number of titles acquired by LauuageLand by Country.

Amount Expended by Order Type and Time of Year. This

report will give the amount of money spent after a given

4,`
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J

date as the result of various types.. of orders.tunitary pro-
.

clirement, subscriptions, standing orders, etc.) .

Out-of-Print Want Lists will designate the unsatisfied

quotatiCn neqbests in the file.
_

Request-for-Quotation Follow-up. After a pre-deter-

mined time for each v*endor', the computer will report to

,

the library that no quotatien has been received for specified

out-of-print .items4*
,...

.
/,

,

1
.

..1= .
,

1s Time Relationship of Invoice, and Book Receipt. The

computer will calculate the'time;elapsed.between thereceipt

of an item and its corresponding invskce.from a given vendor.

Titles Receiveld by Vendor will be a listing the num-
,

ber of titles received from each vendor after a given date.

_1

,

0 Amount _of 4runds Expended by Vendor.

Avei-age Time for Individual Vendors to Supply Materials.
.3

4



-
FILMED FROM BEST AVAILABLE COPY

\



BOARD OF TRUSTEES

Term expires 1972
Lewis C. 13ranscomb, Ohio State University-
Joseph P. Denham, Hiram College
Charles 0. McDonald, University of Cincinnati

Term expires 1973
, John Ht. Becker, Otterbein College
Hyman W. Kritzer, Kent State University
Betty Wasson, Western College

Term expires 1974 .

Robert F. Cayton,.Marietta College,
Philip R. Shriver, Miami University
James V. Jones, Case Western Reserve University

MEMa #AS

Antioch College
shland College
thenaeum of Ohio '-

Bl fton College
Bowl ng Green State Uniersity
Capital University
Case Western Reserve University
Cedarville College ------
Central StatemUniversity'.
Clevelapd State University
College of Mt. St. Aoseph on the
College of Steubenville
College of Wooster
Defiance Colle
Denison.University
Findlay College

,Hebrew Union College
Heidelberg College
Hiram College
Kent State University
Kenyon College .

Lake Erie College
Malone College
Marietta College

Ohio

A

Miami University
Muskingum College
Oberiin College
Ohio' Dominican College
Ohio Northern University
Ohio State University
Ohio University
Ohio Wesleyan University
Otterbein College
Pontifical College Josephinum
'Rio Grande College -

Sinclair College
United Theological Seminary
University of Akron
University of Cindinnati
University of Dayton
University of Toledo
Urbana College
Walsh College -

Western College
Wilmington College
Wittenberg College
Wright State,University
Xavier-University
Youngstown State University

<



TO: The Board cf Trustees

I have the'honor to submit my filth Annual Report.

The outstanding accomplishment- of the year was the
implementation, operation, and' enhancement ac the on-line
union catalog and shared cataloging system. Participating
libraries cataloged a total of 336,307 titles'on the system,
and during January through June 1974 cataloging was at a
rate higher than'a half million .per year with annual catalog
card production a-it ci rate of over S.4 million.

.
The first payment =af the subsidy from the Ohio Board

of Regents became available* in early February. The Legis-
lature had acted, favorably on the appropriations bill in mid-
Decembery after a half-year delay. -The two =fold purpose of
the subsidy is totenable OCLC to reach a lemel'of Operation
in the first two years that will be cost beneficial for
Members and to give-Members.a two-year period to t4e ad-
vantage of normal attrition of personnel to transfer salary
payments to OCLC. Needless to Say, the Membership has
repeatedly expressed gratitude to, the Board of Regents, for
assiatanoe in surmounting the financial hurdle generated ty
full staff compleMents and full payments for a new system. .

Another important development in the history of the
Center WaSthe decision by the Members to extend membership
to include non-academic libraries in- .Ohio. Those whO brought
OCLC into peing during.thomid 1960's liad often expressed
inclusion of non-academic libraries as a hope for the future.
With the extension of membership, the Center will be able to
provide benefits-to many more Ohio'libraries.

b

Accomplishments

The Center implemented the on-kine union catalog and
shaded cataloging .system with the first institution, Ohio
University, on 26 August 1971, and added 'the remaining 48
members plus the Pittsburgh Regional Library Center in the
following month and a half. Subsequently, OCLC added a
terminal in Atlanta, '9eorgia for the Cooperative College
Library Center (CCLC)in accordance with the. contract with
the Office Of -Education described in the last Annual Report.
Similarily, the Nef.7 England Library,Information Network
INELINET) initiated a teat or the OCLC system with a terminal
located'at Dartmouth College in Hanover, New Hampshire for
which the Council onk;,ibrary Resources furnished financial
suppOrt. Also, the'Uni9n Library Catalog of-PennSSlvania
(IJLC) began a test and demonstration of the OCLC system with
terminals at Drexel University', TemW University, and the
University of Pennsylvania.. Centers external to Ohio reim-
burse the Ohio College Library Center'for all expenditures.

1



Titles-
Total Cataloged
Titles Using Input

Center Cataloged Existing Records Cataloging

Ohio College Library
Center , 295,923` 210,390 85,533,

.tooperative College .
.

-Library Center 14,339 13,305 1,034
Pittsburgh Regional

Libraty Center 8,243 14

New England' LibraryInforation

Networks- 9,101 7,290 1,81.1 >
Union Library Catalog

of Pennsylvania 8,687 7,794 893
',.

Total 336,307 247,,022 . 89,285

Table 1: Titles cataloged,from 26 August 1971 through
30 June 1972.

.

Table 1 records the number of titles that OCL.Cliembers:
and other regional centers cataloged from 26 August 1971
through 30 June.1972.:

When the on-line system began operation in late,
August, its principal capabilities were display of union
Catalog information and on-line cataloging-employing MARC II
recdrds. However, a terminal operator-could extensively edit
a MARC II record for catalog card production, and in Septem-
ber the Center's #f added a reformat function whereby, the
operator can regtiest the computer to reformat'orihe terminal
screen cataloging- information. in edited form.' In mid-October,
then Center added the capability of-doing input ,cataloging
employing cataloging information not already in the system.
When input cataloging began operatibn, it was neceSsary'for

- -_the Center to discontinue addition of MARC II records to the
data base until a complex program was available that could
dktect whether or -,ot there was already in the data base a
cataloging record that was a duplicate of anew MARC II.
record. The center phose to implement input cataloging before
it had the ability to add MARC II records to the-data base
because with input cataloging activated a library co'ild
catalog any title, whereas previously a'aibrary could only
catalog books in the MARC II data base. ,.The Center began again
to add MARC II records in mid-january 1972'. After that time,
the major capabilities of the system were available.



Therf, were still absent.,, however, a dozen functions.
Absence of, some. functions degraded the system and absence of
others generated nuiscance. values of various magnitudes.
MemL rs j.ustifiubly became re'stive, and the Center!s'program-
ming staff continued working in overtime mode during the
remainder of the year in an effort to activate remaining
functions. At the year's end, the staff had succeeded in
implementing half of theldesired functions, but unhappily
the extended search function, whose absence degrades the system
more than the absence of any of the rest of the dozen, was
still among the missir,; the extended search lunction will
enable a terminal o'eratcr to retrieve a desired record when
a search key, produces too,many entries for convenient optical-
varohing on'successlive screens. The'staff has scheduled the
extended search function for implementat'on in September 1972.

104 Libraries are using the system extensively for other
than cataloging. Monitoring of incoming messages has revealed
that-5.6 accesses to indexes occur for each title cataloged,
Whereas it is most unlikely that average uses of indexes could
exceed 2.25 per title for cataloging purposes only. ,Hence,

it appears that member libraries are putting moreinquiries

for book selecIfonobibliographic information, and so on, than,
to the. system obtain union catalog information, information -

for purpoes of catalogiAg. One major objective of th OCLC

system is to make lib4ary resources throUghotlt.Ohio av liable
to students and faculty in member institutions, and t
analysis of usage seems to justify the opinion that the system
is indeed increasing availability of resources._

Subsequent to activation of input cataloging, reports
began to circulate among the-embership about the varying
quality of catalogingdone b5iMembers. In some cases,
differr ces resulted 4om policy, and in others from inadequate

Because of the flexible and extensive editing cap-
of the system, any library can improve or change an

existing r ord for card prod.iction. Nevertheless, such
"improve nts" tend to generate an exasperation quotient all
out of roportion to the eff*t'invsksted in the .11improvement".
It wa leanly most desirable( that the membership eliminate
these' s urce6 of annoyance.

The dvisory Committeeion Cataioging convened in a
series of eetings from DeceMber 1971 to April 1972 to discuss
methods fo improving quality, of input cataloging, while

- maintainin input costs at the lowest possible level.-

3



The Committee produced a series of recommendations for
standards for input cataloging that the membership reviewed
and approved in a meeting on 17 May 1972. That membership
meeting also appointed a committee to work out the pro-
cedures for implementing the standards for input cataloging.

The Council on Library Resources awarded a six-month
granof $53,58° to NELINET t' begin on,1 January 1972 to
test the transferability of the Ohio College Library Center's
computer-based bibliographic system to other eoups of
libraries. Phase I.vas a computerized simulation of the
OCLC system and Phase II an evaluation and demonstration of
the OCLC system at t*Baker Library of Dartmouth ;College.

1,

COMRESS,,Inc., the firm that carried out the simulation
for OCLC in 1969, performed the new s,Aulation for NELINET.
COMRESS-simulated for 35, 75 and 249 libraries the system
at OCLC employing the IBM 370/1.55 computer in the Ohio State
UniverSity's Instruction and Research Computer Center.
Because the shared cataloging system was in operation, COMRE S
was able to validate the model,of the system in comparing
computed results with observed results. The simulation in-
cluded three sets of systems: 1) shared cataloging only;
2) shared cataloging, serials control, and technical processing;
and 3) shared catalogtng;_serials control, technical processing.,
remote catalog access and circulation control, and retrieval
by subject.. In summary, COMRESS reported that, "The OCLC
system appears to be capable of performing the functions re-
;wired by the NELINET,contortium, be it 35,75 or 249 libraries."
The "OCLC systee'simulate§:included additional units of
equipment; the present coriTiguOtion could not possibly handle
all five subsystems for 249 libraries. The COMRESS report ,

warned, however, that "simulations for NELINET were configured
to represent an equal distribution -of messages on each route

\over the network. When faced with the environment of the
Xeal world, of determining which libraries will share a
common route, this will be the most significant factor in
the perforrAance of the system, as currently conceived."

4-

Phase II .of the demonstration involved use of a terminal
at r),;trtmouth, where .records were kept of costs before and after
on-line cataloging bega.n in February. Dartmouth found full
cataloging including card production cost to be $.72 per title
i.f cataloging information was in the oeLc data base; this cost

.2!
excludeS the cost of, the OCLC syste and includes only costs
incurred art the Baker Library. Ca loging cost for titles
not in'th OCLC data"base was $3.02. Moreover, Dartmouth was
able to. reuce its cataloging staff through attrition sub-
sequent to 'implementation of the OCLC system by seven full
time position's and three full-t e.equivilant parttime positions.

4

4



In refererice to paying full OCLC fees, Dartmouth concludes
that "with a savings of over $16,000 in rental charges for
MT/ST and MGRS, with little loss in efficiency, plus the
tremendous staff savings we can readily meet the projected
costs and still show a budgetary decrease."

The 1969/70 Annual Report contained an estimate of
net savings that the membership as a whole would experience
when the system was in full operation.. At the time of the
,estimate, the Center calculated that member libraries would
#be able to average six titles per hour cataloged on each
terminal, and that an average of 1460 titles or more per
day would be cataloged. Subsequently, the time of "full
operation" was predicted to be at the end of the second
operatiogal year. .From January through June of 1972, OCLC
member libraries used existing catal4ging information-at
82.6% of the rate in the orliginal estimate; presumably after
another year has passed and the on-line catalog has grown, use
of existing catalOgi_ng information will attain the originally
estimated rate.- Moieover, OCLC Members have reported cataloging'.
on terminals at rates extending from 5.9 to 20 titles per
hour per terminal, so-that it clear that the_original
estimate of 6 per hour wAs low, Hence, it appears-that if
the system is not now cost beneficial, it soon'will be.

The system has proved to be'reliable, and there have
been entire weelis of operation from 7:00 a.m. to 7:00 p.m.
when the system has not experienced a single unscheduled
cessation of operation known as a "crash". The telephone lines"
have also proved to be reasonably re iable, once they were
perating at an acoeptable level of reedom from noise. The
rascope terminals have been the lea t reliable component of
he,hardware configuration. .Operation of the terminals re-

*ealed weaknesses in two modules, and the manufacturer is

currently in process of replacing these modules with new
circuits that give improved performance. During a thre_!-
flonth period, the terminals operated at 92% uptime; it is
generally considered-that 95% uptiMe is the most to be
hoped for from a computer. The Sigma 5 far exceeds 95%

'( uptime.

The family of programs that constitute the software
component of the system have been gratifyingly,free of
failure, but of course, have not been entirely free. When-
ever the staff inserts a modification to the programs to ac-
tivate a new function, there immediately follows a predictable
sharp rise in "crash" rate. Extermination of the 1-lugs that the
new modification generated depresses rate of failure, but not
always'to the original rate.

5



t
This phenomenon will require partial redesign and redevelop-

ment of programs,r

Several staff members investigated performance of vari-

ous search keys for an autho index and a call/fiumber index,

and were preparing papers re orting,findings at the end of

the year. The author ind x ill enable a terminal operator

to call up onto the screei a list of truncated entries of all

titles in the catalog recordifile by a single author.
Similarily, the ball number.index will make it possible to

-re'trieve a specific title aving a specific, call number in a

given institution. /
/

As related in la year's Report, the Center gave a

11

series of' clinics at It e Center's offices n early July to

give one staff member / in each library experience in using

a terminal. Subsequently, there were terminal tutorials

in selected member libraries that staff-members -from every

member library attended. At the reauest of the membership,

the Center instituted scheduled terminal tutorials at the
Center's offices for one day every other month. New staff.

members in OCLC libraries, as well as staff members wishing

to refresh their knc4ledge of terminal operation, i.-.-ttend

these tutorials.

As- .these in othgx. states and in other lands heard_ of

the success cfOCLC,itney. began to visit the Center to see

for themselvel. Some are curious, some are seeking a so-

lution to a siecific problem, and some are intetested in

replication of.an OCLC system. Visitors-have come from every

major geographic area of the world, except China, and by De-

cember they ware coming every day. Therefore, it_was
necessary for the Center to reserve Mondays for visitors,
many.of whom also wish to sue-the Ohio State University Li-
braries rehmote catalog access and circulation control.system

that is the first major new development of a computerized

user service that is not available in classical librarianship.

The Center and the OSU Libraries have coordinated their
visitor schedules for the coming year. Visitors go to

OSU on Monday mornings, and the Center will receive visitors

at .1:30 p.m. Monday afternoons.

In the first part of the year the Center established

an Advisory Committee on Serials and an Advisory Committee

on Technical Processing, each of Which has members from a

score of institutions. Both committees worked long and

diligently to define prouucts of the two systems. In-ad-

dition, the advisory Committee on Serials produced a document
entitled "Recommended Standards for the Cataloging of Serials".

6
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By the end of the year, these committees had succeeded in
producing a systet design on which the programming staff
could start to work. The Ohio State UniverSity Libraries
generously agreed to make available four programmers to
work on the technical processing system beginning in Sep-
tember 1972. OSU was about to initiate a similar activity
and decided to work with the Center instead by making available
programmers:that would have been working on the OSU system.
The check-in module of the serials control system is sched-
uled for' implementation in December 1972, anYthe technical
processing system is to be operating 1 April 1373. Were
it not for the assistance from OSU, implementation for the
technical processing system would necessarily be at a much
later date.

The redUction of the original research proposal to
support research and development from 1 July 1971 through
31 December 1972 frojn $215,000 to $150,000 made necessaryi
the elimination of work on one of the three systems on
which work was proposed in the Grant request. A poll of
the membership early in the year showed 'that Members overwhelm-
ingly wanted a technical processing system and serials control;
the circulation system was a very poor third. Therefore,
the Center has deferred development of a remote catalog
access and circulation control system.

Planning

One of the most important developments during the
year occurred at a membership meeting on 17 May 1972, at
which the Members voted unanimously to extend membership'
in the Center to other Ohio libraries, providing that the
inclusion of other libraries would not jeopardize the
Center's exemption from payment of income taxes. The Board
of Trustees also initiated activity to extend membership*
on the Board's'o that there will be individual members having
special competance in such field as law; economics, and
computation. The,Trustees aire considering this possible
change because of the changd in character and operation of-
the Board. In the first year of the Center's existence,
the Board met thrice; this year it met ten times. In other

-words, the Board has changed from being a constitutional
-type of Board to having be.-lome a consultive Board.

During the year, the Director worked with several
other regional library centers on agreements design61,
with one exception, to facilitate implementation of an
OCLC-like system in the other regions. The exception is
the Pittsburgh Regional Library Center that is too small
to support an OCLC-likc system; itis anticipated-that
PRLC will operate as a satellite node to OCLC.



Replication of the OCLC sys em in other regions will reduce

development expenditures b OCLC members in the long run.
Development activities at other centers will be coordinated

so that prOgrams produce elsewhere can be embedded into any

OCLC system. Futheimore, it is intended that the centers
will be linked together! telephonically so that OCLC members
will-further benefit from a greatly enlarged pool ofbib-
liographic records and an equally enlarged store of union

catalog information.

TheCenter signed a new agreemen yith the Pittsburgh
Regional Library Center, and it is expe ted that more PRLC

members will participate on-line with OCLC durixig the com-

ing year. Agreements with the Five Associated University
Libraries (FAUL) an the New England,Librdry Information
Netwark (NELINET) were nearly ready for signatures at the

end of the year. Each of these agreements calls for the

other regional center to participate only in the on=line
shared cataloging system of OCLC for a maximum of three years,

at or befOrewhich time, each Center will have its own
computer syem. The other regional centers will reimburse

OCLC for all expenses, and for their share of the use of

the central installation. They will also reimburse OCLC
for necessary additional conunun5cations expense, but -will

supply their own terminals. IfFAUL and NELINET do partici-
pate on-line with OC144._ the initial effect of their
participation will be to reduce OCLC Membership Fees, and

to increase availability of cataloging records.

The.Union Library Catalog of Pennsylvania and OCLC'

worked out an agreement that was satisfactory for ULC, but

prored _Unsatisfactory for OCLC. The two centers will
continue to work on the-definition-of their relationship..

At the Annual Meeting on 12 November 1971, ',The mem-

bership expressed an interest in extension of borrowing
privileges among OCLC libraries to other.than faculty

members. The Chairian appointed a committee to make a
recommendation on extension of borrowing privileges that
gave a preliminary report at the membership meeting op -17

May 1972. The, committee is working in the direction of
,recommending extension of borrowing privledges to graduate

students and undergraduates: In.addition, it is contem-
plating recomMending establishment of an interlibrary loan

clearance center.



Organization

At the Annual Meeting on 12 November 1971, the mem-
bership reelected,Robert F. Cayton, and Philip R. Shriver,
and elected James V. Jones to the Board of Trustees. Sub-
sequently, the Trustees elected Hyman W. Kritzer as Chairman,
_Lewis C. Branscomb, Vice-Chairman, Robert F. Cayton, Sec-
retary, and John H. Becker, Treasurer.

The United Theological School in Dayton joined the
Center at the beginning of the year, and at the end of
the year, the Medical College of Ohio informed the Center
it intended to become a member in 1972/73. John Carroll
University and Mount Union College did not renew their
memberships. Capital University rejoined the Center at
the beginning of the year, but toward the end of the year
informed the Center that it would again not renew its mem-
bership. Throughout the year there were 49 active members,
one fewer than last year.

The Director reorganized the Center's staff and
appointed Philip L. Long as Assistant Director. Mr. Long
is now responsible for the Information System Research
Section, Information System Engineering.Section,.Maintenance
Section, and Operations Section. The,Bibliographic Systems
Section and administrative personnel report to the Director.

Finances

. The Center's financial statements for the year ending
30 June 1972 and Haskins £ Sell's'report on their examinatior
of these statements are appended to this Annual Report.

The grant awards from the Council on Library Resources,
and ,:ht. U. S. Office of Educationthat last year's .Report
announced, supported research and development activity
through the year. The Center initiated action to seek re-
newal of these grants folloing 31 December 1972.

The State Legislature took fin'al and favorable action
in mid-December 1971 on the subsidy so hopefully described
in the 1 i970/71 Report, but it was not possible for the
Board of Regents to make the first.payfilent of the subsidy
until the'first of February1972. Since Membership Fees
were only to support one-third of the year's operation,
the Center would ha .e run out of funds at the end of-October
had not some of its creditors been willing to accept delayed
payments. Also, loan of $77,000 from the Center's banking
institution bridged much of the gap between-November first
and February first.

9
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;_The calculation of Membership Fees.,for 1971/72 em-

oyed essentially the same type of data and formula that

the membership approved on 17 April 1968. The data was the

number of titles each library ataloged during 1959/70, the
most recent year for which dat existed in the Spring of

)1971 when the renter calculate the fees. At.the anrwal

meeting on 12 November 1972, the membership approved ad-
justment of the 1971/72 fees after the end of the year j, .

out the year of records existing in the system for cataloging.
with the adjustment to be based on the actual use through-

Experience of use of the system will be the basis for cal=

culating Membership Fees for 1972/73.

It cannot be pointed out tooemphaticall- or too clearly

that the formula for calculating Membership Fe s assigns
all costs-for operation of the present system to cataloging,

whereas as reported in an earlier section, Members put more
inquiries to the system for other purposes than they do for

cataloging.

The budget approved for 1972/73 totals $842,322 ex-

cluding grant funds supporting research and development.

Revenues will be : Membership Fees $507,989;. State'

Grant Income $193,333; Catalog Card Income $94,000;4

andother Income $47,000.

Publications

The Center's staff prepared and published the follow-

ing reports and articles:

Standards for Input Cataloging (2 June 1972)

A Brief Description of the Serials Control
System: A 7reliminary Report
(September 1971)

A Preliminary DescriptiOn of the OCLC
Serials Control System
(October 1971)

Manual For Checking-In, Binding, And Claiming
of Serials on a CRT Terminal -
Draft of.Preliminary Procedures
3December 1971)

Suggested Minimum Requirements For Cataloging
Serials (January 1972)

Recommended Standards For The Cataloging Of
Serials (flay 1972)



ti

a

N

OQLC Technical Processing System -
-' A Preliminary Outline

(February 1972)

The Technical Processing System - The Ohio
College Library Center
(May 1972)

'Long, Philip L.;-Rastogil K.B.L.; Rush, J.E.;
and Wyckoff, J.A.: "Large On-Line
Files of Bibliographic Data:',An
Effiaient Design and a Mathematical
Prediction of Retrieval Behavior ",
rFrP Congress 71; Ljubljana - August
1971.. .Amsterdam, North Holland Pub-
lishing Co., 1971. -Booklet TA-3, ,

.145-149.

t
Long,-Philip 04; "dcLC'Systems: Technical Aspects",

Proceedin sof the EDUCOM 1971 Fall
Council Meeting and Conference
pp. 98-100 -

Long, Philip L.; Kilgour, Frederick G: "Name-
.* ,..Title'Retrieval From a MARC File",

Journal of Library,Automation
4 (Dec. 1971), 211-212

Long, Philip.L.; Kilgour, Frederick G.: "A
Truncated Search Key Title Index",
Journal of Library Automation
5 (March 1972) , 17-20

Kilgour, Frederick G.; Lopg, -Philip L..;'
Leiderman, Eugene B.; Landgraf,
Alan L.: "Title-Only Entries Retrieved
by Use of Truncated Search Keys",
Journal of Library Automation
4 (Dec. 1971Y 207210

Kilgour, Frederick G.; "Ohio College Library.
Center System", Proce4ding& of the
EDUCOM 1971 Fall Council Meeting and.
Conference, pp. 92-97

Kilgour, Frederick G.; "EvolVing,-Computexizing,
Personalizing", Amer man Librarleo
3 (Feb. 1972) 141-147

11.



HASKINS & SELLS
CERelf IECt PUBUC ACCOUNTANTS

ACCOUNTANTS' OPINION

To the Board of Trustees of
The Ohio College Library Center:

We have examined the balance sheet of Th 0J-do College
\

Library Center as of June 30, 1972 and the related btatements of

income and members' equity and changes in.financial position, and

-the supplementaI'schedule of cost reimbursement grants for-the year

then ended. Our examination was made in accordance with generally

_accepted auditing standards, and accordingly included such tests of

the,accounting recordS and such other auditing procedures as we

considered necessary in the cirqumStances.

250 EAST. BROAD STREET

COLUMBUS 43215

In our opinions, the accompanying financial statements and

supplemental schedule present fAirlyithe financial position of the

Center, at June-30,,1972 And the results of its operations and the
_z-.

changes in'its finandial position for the.year then ended, in con-

formity with generally accepted acdounting principles applied on a

baSts consistent with. that of the preceding year.

September 14, 1972



THE OHIO COLLE,GE LIBRARY CENTER

BALANCE SHEET, JUNE 30, 197?, AND 1971

6,0,t0 JUNE' 30

1972 1971-

ASSETS

CURRENT ASSETS:"
.

Cash (including $200,689 in 5% unrestricted
savings= accounts' at June 30, 1972) ,

Accounts receivable:
Members' Auep"
Catalog cai-dS ,

Terminal charges.
Employees .

Unreimbursed-grant costs Note -2

Prepaid expenses ,

Total current assets

PROPERTY - At cost:' -

.Office 1U-rniture and fixtures ope.

Office improvements
Total.

Less accumulated depreciation

Property - net

TOTAL

LIABILI7TI.ES

CURRENT LIABILITIES:
Accounts payable
Accrued and withheld payroll taxes,.._......
'Members' dues received -in advance
Grant fl.tuds received in of related costs

(Note 2)
Deferred income - State of Ohio (Note 3)

Total, current liabilities

MEMBERS' EQUITY (Notes 1 and 4)

wvk

TOTAL

See Noths to qinancial State nts

222,754 $11,087
,

23,148 1,815
19,434 7,439
18,685

25

24003 6,837
2,087 1,102

310,411 28,305

10,523. 8,093
2,204 4,204

12,727 10,297
3,403 2,350

9,324 7,947.

j319,735 $36,252

7,968 $ 7,594
4,800 7,275

42,748 9,039

648
\493,333

248,349 24i556

71,386 11,696

$319,735 $36,252



TEE OHIO COLLEGE LIBRARY CENTER

STATEMENT OF INCOME AND MEMBERS' EQUITY
FOR THE YEARS ENDED JUNE 30, 1972 AND 1971

YEAR ENDED JUNE 30
1972 1971

INCOME: ,

f ,

Members' dues $234,176

Catalog cards 84,585

State of Ohio (Note 3). It.. 3860667

Terminal charges 28,347 0

Interest 689 633

Total ._734,464 117,720

$ 86,417
30,t70

EXPENSES:
Salaries and wages:.
Director
Systems analysts.
Clerical

Total
Rentals (Note 3 )-.

Data processing equipment
Peripheral terminals
Long-distance Communications
Other

Catalog cards and other data processing supplies

Professional services
Employee benefits
Outside secretarial services
Telephone
Printing and duplicating
Payroll taxes
Office supplies and expense
Travel
Depreciation (straight-line method)
Dues and subscriptions
ther

Total..,

NET INCOME (Note 1)

MEMBERS' EQUITY AT BEGINNING OF 'YEAR

r.

281600 28,600
50,774 18,205
10,300 12,637
89,674 59,442

193,881
155,856
138,176

7,333 11,475

'40,751 11,948
9,543 4,795

8,120 4,183
6,038
5,634 3,297
4;521 4,960

4,339 2;316

3;287 .. 30007.

2,320 2,584

1,053 850

936 1,246

3,310 .963

674,774 111,066

59,690 6,654

11,696 51042

MEMBERS' EQUITY AT END OF YEAR (Notes-1 and 4) & . $ 71,38,6 $ 11,696

-See Notes to Financial Statements

t
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THE OHIO COLLECE LIBRARY CENTER

.

STATEMENT. OPCHANGES IN FINANCIAL POS/40N
FOR THE YEARSEND'ED JUNE 3O 1972 A 1971;

t.

YEAR ENDED JUNE 30
1972 1971

SOURCES:
Operations: .

Net income $ 59,690 $ .6,654

Depreciation 1,053 850

Tbtal from operations 60,743 7,504

Increase in deferred income - State of Ohio 193,333

Increase (decrea6,-) in members' dues received

advance
-

,

Total -sources ,

USES:
-Increase in accounts receivable
Increase (decreaseT' in unreimbursed grant costs

Decraar3 (increase ) in accrued and withheld

payroll taxes
Property additidns.;,..
Increase (decreaseYin prepaid expenses
Decrease in grafftcots received in advance

Decrease'in,a0counts payable

Total uses

INnEASE'(DECREASE) IN CASH 17

CASH AT BEGINNING OF YEAR

CASH AT END Op-YEAR

33,710

287,786

10784

(3;280)

9,083
(423)

-51,987
17,467

'2,475
2,430
985.

648
127

T.,119

'11667

11,087

$222,754

-See Notes to Financial Statements

(5,300)'

(3,356)
7,735 ,

4,855

152_195

(18,475).

249,562

11,087
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THE OHIO COLLEGE LIBRARY CENTER

NOTES TO FINANCIAL STATEMENTS
JUNE 30, 1972

1. .ORGANIZATION AND TAX STATUS

The Center is a non-profit corporation organized to establish
and operate a computerized, regional network to serve
academic institutions. The Center members; presently
academic institutions in Ohio, are charged annual dues
in advance based generally on their book processing volume.
No Center earnings will be distriqpted to the members. In
the event of dissolution, the Boa. of Trustees shall adopt
such plan for distribution of remaining assets as shall be
consistent with the purposes of the Corporation.

The Center has obtained tax exempt status under the appropriate
section of the Internal Revenue Code and accordingly no
provision for Federal income tax has been made.

2. COST REIMBURSEMENT GRANTS

The Center has received various cost reimbursement grants
relative to developing a computerized regional shared-
catalogingsystem. -These costs are not charged-against
Center income, since-all covered costs are reimbursed by
the grantors.

. DEFERRED INCOME - STATE OF OHIO

During the fiscal year ending ;Tune 30, 19722 the Center
received $580,000 from the State of Obi° representing., -an -

appropriation to subsidize the activities ,f the Center Until
such time as the member institutions make anticiloat6d budgetary
adjustments sufficient to pay increased member'diles. As
designated by the Center in their original budget request
to the State, two-thirds ($386,667) of the total appro-
priation was recognized as incoN in the year__ ended June 30,-
1972 with the remainder ($193,33 ) deferred to 1973 at which
time the Center's Board of Trustees anticipates the Center

.will be self-supporting.

(Continued) -

a



4. LEA:.. OBLIGATIONS_

As of June 30, 1972, chel. Center,was obligated under an agreement
dated February 19,-197'p (revised June 1971) to lease certain
electronic data procesing equipment foi. six years beginning

--"N\ July 1971 at an annuallrental of approximately $195,600.
The lease includes an )13tion to purchase any or all of the
equipment during the lease period fora maximum purchase

r price Of the greater of $865,000 reduced by 65% of renter
paid to the exercise d4te, 'or $259,500.

In July 1971 the Center also signed a three-year lease agree -,,
ment for certain peripheral terminal equipment with annual
rentals, ineuding mai4enance costs, of approximately
$157,000. This lease includes an option to purchase any
or all of the equipment during the lease period for a
maximum purchase price of4453,750 reduced by 80% of rentals
paid to the exercise date.\

The Center leases long-line te\lephone service and certain
peripheral communications eqUipment from American Tel phone
and Telegraph Company on, a month-to-month basis.- ?"61, these

services the Center expects to` -incur annual costs of approxi-
mately $144,000 during the fiscal year ending June 304 1973.

(Conclude'd)
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THE OHIO COL EGE LIBRARY OENTER

r_;02,T RETMBURSEME

FOR THE YEAR
GRANTS-(NOTE 2)
j-UNE,30, 1972

\\ OFFICE
\ OF

ED CATION.

COUNCIL ON
LIBRARY

RESOURCES,
INC. TOTAL

7NRE7BURSED GRANT COWS AT
JUNE 30, 1971

GRANT.FUNDS RECED/LJ) IN .ADVANCE AT

6;637

JUN' E, 30,. 1971

1NeT.17R27):

Saltaries.

648

61,255 ]0 764

Payroll taxes 2,892

Computer rental 7,52 -2 s,786
Travel '-'

y
764 \612

Consultants....__, 100

Printing 6,300 6,14

Data set installation
Other 1 359 871 \

Total 102.192 23,871 \

....TOTAL NT REIMBURSABLE CU::T..(1,. 109,029

GRANT FYIlft, RECEIVED DURING
THE 71":.:AR 8,7,949 20,000

UNRETMEURSED GRANT CuSTS AT
'JUNE 30, 1972 $ 21,080

yr
See N,,1-5F to Financj1. Statements

6,937

648

92,019
2,892
9,308
3,376

100
12,435
3,703

7.230

126.063

1:-2 252

107,949

_24, 303

ar


